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United  States  Department  op  Agriculture, 
Washington^  D.  C.,  September  28,  1922, 
The  honorable  the  Secretary  of  Agriculture. 

Sir:  The  undersigned  Advisory  Committee  on  Finance 
and  Business  Methods  submits  herewith  a draft  of  the  re- 
vised Fiscal  Regulations  of  the  Department  of  Agriculture 
with  the  recommendation  that  they  be  issued  effective 
'October  1,  1922. 

Respectfully  submitted. 

A.  Zappone,  Chairman, 
R.  M.  Reese, 

Alex.  McC.  Ashley, 

Roy  Headley, 

Advisory  Committee  on  Finance 

and  Business  Methods. 

Approved: 

Henry  C.  Wallace, 

Secretary  of  Agriculture. 


United  States  Department  of  Agriculture, 
Washington,  D.  C.,  September  SO,  1922. 

Under  the  authority  conferred  upon  the  Secretary  of 
Agriculture  by  law,  the  following  regulations  are  pre- 
scribed to  govern  the  fiscal  transactions  of  the  department. 
These  regulations  shall  become  and  be  effective  on  and 
after  October  1,  1922,  and  shall  supersede  all  prior  rules, 
regulations,  orders,  and  memoranda  relating  to  the  fiscal 
transactions  of  the  Department  of  Agriculture. 

Henry  C.  Wallace, 
Secretary  of  Agriculture. 


II 


AMENDMENTS  AND  REPRINTS. 


Amendments  to  the  regulations  will  be  initially  promul- 
gated in  the  form  of  Secretary’s  memoranda.  Promptly 
after  their  issuance  the  pages  of  the  regulations  con- 
taining the  amended  paragraphs  will  be  reprinted  in 
conformity  with  the  change.  The  effective  dates  of 
amendment  will  be  added  in  parentheses  at  the  end  of 
the  paragraph  or  subparagraph  affected.  Reprinted 
sheets  will  be  indicated  by  an  R (Revised)  following  the 
page  numbers;  second  or  third  reprints  will  be  shown  by 
2-R,  3-R,  etc.  Where  the  content  of  the  reprinted  sheet 
exceeds  that  of  the  original  an  extension  sheet  will  be 
used,  carrying  the  last  page  number  of  the  original  fol- 
lowed by  a for  the  first  extension,  6,  c,  etc.,  for  subsequent 
additions.  An  extension  sheet,  if  reprinted,  will  carry 
an  R — for  example,  16a-R. 

Reprinted  and  extension  sheets  will  be  promptly  dis- 
tributed for  insertion  in  the  loose-leaf  binders.  The  re- 
vised or  R sheets  will  replace  old  ones,  while  the  exten- 
sions will  be  inserted  after  the  proper  page.  Replaced 
sheets  should  be  marked  canceled  across  the  face  with 
red  ink  and  filed  in  order  at  the  end  of  the  regulations, 
preferably  following  a colored  division  sheet. 
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nSCAL  REGULATIONS 

OF  THE 

U.  S.  DEPARTMENT  OF  AGRICULTURE. 

ACCOUNTING. 

1.  Terms  Construed. — For  the  purposes  of  these  regu- 
lations the  following  terms  shall  be  construed,  respectively, 
to  mean: 

(a)  The  department:  The  United  States  Department  of 
Agriculture. 

(b)  The  Secretary:  The  Secretary  or  the  Acting  Secre- 
tary of  Agriculture. 

(c)  Bureau:  Any  bureau,  service,  independent  division, 
independent  office,  or  independent  committee,  or  the 
library  of  the  United  States  Department  of  Agriculture, 
the  office  of  the  Solicitor  being  an  independent  office,  and 
the  remaining  subdivisions  of  the  office  of  the  Secretary, 
unless  otherwise  directed  by  the  Secretary  from  time  to 
time,  together  constituting  a separate  independent  office. 

(d)  Chief  of  bureau:  The  administrative  head  of  any 
bureau,  service,  independent  division,  independent  office, 
or  independent  committee,  or  of  the  library  of  the  United 
States  Department  of  Agriculture. 

(e)  Contingent  fund:  The  appropriation  for  “Miscella- 
neous expenses.  Department  of  Agriculture,^’  of  any  fiscal 
year. 

(/)  Supplies:  All  articles  purchased  for  official  use, 
including  equipment,  materials,  apparatus,  and  job  work. 

2.  General  Authorizations  by  Secretary. — ^The  Sec- 
retary, on  or  before  the  beginning  of  each  fiscal  year,  will 
issue  a general  letter  of  authorization  to  each  chief  of 
bureau,  authorizing  him,  during  that  year,  within  the 
terms  of  the  appropriations  for  his  bureau,  and  in  con- 
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formity  with  law,  the  decisions  of  the  Comptroller  General, 
and  the  Fiscal  Regulations,  (a)  to  direct  employees  of  his 
bureau  to  perform  travel  within  the  continental  United 
States,  in  Alaska,  and  in  Canada  or  Mexico  when  incident 
to  travel  between  points  in  the  United  States,  and  to  allow 
per  diems  in  lieu  of  subsistence,  when  desirable,  at  rates 
fixed  in  accordance  with  the  profusions  of  paragraph  37; 
(6)  to  issue  purchase  orders  for  supplies  and  for  job  work 
in  amounts  fixed  in  accordance  with  the  provisions  of  para- 
graph 64;  (c)  to  issue  authorizations  for  the  publication 
of  advertisements,  notices,  and  proposals  in  newspapers 
designated  for  the  piupose  by  the  Secretary;  (d)  to  pur- 
chase medicines  for  personal  use  of  employees  who  are 
injured  or  disabled  while  performing  official  work;  (e)  to 
incur  such  other  expenses  as  may  be  necessary  properly  to 
carry  on  the  work  of  the  bureau  (except  for  the  purchase  of 
passenger-carrying  motor-driven  vehicles);  and  (/)  to 
empower  his  subordinates  to  direct  travel  and  incur  neces- 
sary expenses  within  the  limits  of  the  authority  conferred 
on  him  by  his  letter  of  authorization  from  the  Secretary. 

3.  Specific  Authorizations  by  Secretary. — ^The  Sec- 
retary will  issue  specific  individual  letters  of  authorization 
in  all  cases  involving  (a)  travel  outside  the  continental 
United  States,  except  travel  in  Alaska,  and  in  Canada  or 
Mexico  when  incident  to  travel  between  points  in  the 
United  States;  (b)  travel  and  other  expenses  to  be  paid 
from  the  contingent  fund  of  the  department;  (c)  travel  for 
the  purpose  of  attending  meetings  or  delivering  lectures 
not  otherwise  profdded  for  in  the  administrative  regula- 
tions; (d)  travel  by  persons  not  in  the  employ  of  the  Gov- 
ernment in  connection  with  or  furtherance  of  proposed  or 
current  activities  of  the  department;  (e)  the  purchase  of 
passenger-carrying  motor-driven  vehicles  when  authorized 
by  law;  and  (/)  advertisements,  notices,  or  proposals  in 
newspapers  other  than  those  mentioned  in  paragraph  2 (c). 

4.  Bureau  Authorizations  Must  Be  Specific. — Each 
bureau  letter  authorizing  travel  wdll  specify  the  points 
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between  which,  or  the  area  within  which,  travel  is  to  be 
performed,  the  ob  j ect  of  the  travel,  whether  actual  expenses 
or  per  diem  will  be  allowed,  the  appropriation  from  which 
payable,  and  the  permanent  station  and  the  temporary 
headquarters,  if  any,  of  the  employee.  Maximum  expend- 
itures under  a letter  of  authorization  shall  be  indicated 
in  such  letter  or  in  a separate  letter  of  allotment.  If  per 
diem  in  lieu  of  subsistence,  or  mileage  in  lieu  of  actual 
operating  expenses  of  a personally  owned  motor  vehicle  is 
allowed,  the  rate  must  be  fixed. 

5.  Administrative  Examination  and  Payment  of 
Accounts. — In  order  to  secure  a proper  administrative 
examination  of  public  accounts,  before  their  transmission 
to  the  General  Accounting  Office  for  audit,  the  following 
procedure  will  obtain: 

(a)  All  accounts,  whether  in  the  form  of  pay  rolls, 
vouchers,  or  otherwise,  shall  be  paid  by  the  disbiusing 
clerk,  except  freight  accounts  (see  section  b)  and  those 
authorized  by  sections  (g)  and  (h)  of  this  paragraph  to  be 
paid  by  fiscal  agents  outside  of  Washington. 

(b)  All  freight  accounts,  after  an  administrative  exami- 
nation in  the  bureau  to  which  they  pertain,  will  be  for- 
warded through  the  disbursing  clerk  of  the  department  to 
the  General  Accounting  Office  for  direct  settlement. 

(c)  The  administrative  head  of  each  bureau  shall  make 
a full  and  complete  adroinistrative  examination  of  all 
accounts  of  his  bureau;  shall  exercise  every  precaution  to 
safeguard  the  expenditure  of  funds  in  conformity  to  law 
and  to  the  necessities  of  the  work  of  the  department;  shall 
see  that  there  is  no  waste  or  misapplication  of  funds  or 
improper  vouchering;  and  shall  cause  all  members  of  his 
staff  whose  duties  lie  in  this  field  to  exercise  the  same 
precautions.  Except  as  the  Secretary  shall  otherwise 
direct  from  time  to  time,  for  the  purposes  of  this  section, 
the  chief  clerk  of  the  department  shall  be  the  adminis- 
trative head  of  the  Office  of  the  Secretary  (exclusive  of 
the  Office  of  the  Solicitor). 
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{d)  In  making  the  administrative  examination  the  ad- 
ministrative head  of  the  bureau  shall: 

(1)  In  case  of  compensation  of  an  employee,  verify 
rate  of  compensation,  check  the  number  of  days  of  service 
and  leave  of  absence  with  or  without  pay,  and,  if  the 
person  concerned  is  about  to  retire  from  the  service,  ascer- 
tain his  accountability  for  property. 

(^)  In  case  of  travel  expenditures,  see  that  each  item 
in  the  voucher  is  authorized  by  the  letter  of  authoriza- 
tion or  otherwise. 

(3)  In  case  of  purchase  of  supplies,  see  that  each  item 
in  the  voucher  complies  with  the  requisition  or  contract 
of  purchase,  that  each  article  has  been  delivered,  and  that 
the  price  is  in  accordance  with  the  requisition  or  contract, 
or,  if  the  purchase  was  in  open  market,  that  it  was  made 
in  accordance  with  law. 

(4)  In  case  of  all  other  accounts,  see  that  each  item  in 
the  voucher  complies  with  the  requisition  or  contract, 
fiscal  regulations,  and  law  appKcable  to  such  items. 

(5)  In  all  cases,  see  that  unusual  items  or  expenditures 
are  sufficiently  explained;  suspend  or  disallow  each  item 
or  portion  thereof  not  covered  by  the  requisition,  contract, 
or  letter  of  authorization,  or  not  allowed  by  the  fiscal 
regulations,  or  forbidden  by  law  or  by  any  decision  of  the 
Comptroller  General;  prepare  waivers,  when  necessary, 
for  the  approval  of  the  Secretary;  see  that  computations 
and  extensions  are  correct;  see  that  applicable  appropria- 
tions are  available,  and  that  unexpended  balances  thereof 
are  sufficient  to  pay  all  approved  accounts;  ascertain  in 
each  account  the  correct  amount  of  such  iteras  as  are 
proper  claims  against  the  United  States,  and  approve 
only  such  items. 

(e)  After  deducting  amounts  suspended  or  disallowed 
the  administrative  head  of  the  bureau  shall  approve  the 
account  and  transmit  the  same  to  the  disbursing  clerk  for 
payment. 
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(/)  After  aBcertaining  that  the  approval  of  the  adminis- 
trative head  of  the  bureau  is  genuine,  that  the  extensions 
and  additions  are  correct,  that  there  is  an  appropriation 
out  of  which  the  account  is  legally  payable,  and  that 
there  is  an  unexpended  balance  of  such  appropriation 
sufficient  for  the  payment,  the  disbursing  clerk  shall  pay 
each  account  so  approved  and  transmitted  to  him,  subject 
to  his  right  to  obtain  an  advance  decision  of  the  Comp- 
troller General. 

{g)  In  each  district  of  the  Forest  Service  having  head- 
quarters outside  of  Washington,  the  Forester  shall  make  a 
full  and  complete  administrative  examination,  in  the 
manner  prescribed  by  section  (d),  by  and  through  the 
district  forester,  of  all  the  accounts  of  that  district.  Each 
such  district  forester  shall  ascertain  the  total  of  and 
approve  the  accounts  for  his  district,  as  prescribed  in 
section  (e),  and  transmit  the  same  to  the  bonded  fiscal 
agent  of  his  district  for  payment.  After  ascertaining  the 
facts  in  respect  thereto,  as  prescribed  in  section  (/),  the 
fiscal  agent  having  headquarters  outside  of  Washington 
shall  pay  each  account  for  his  district,  so  approved  and 
transmitted  to  him,  and  send  the  same  to  the  Forester. 

Qi)  Accounts  payable  by  special  fiscal  agents  outside 
of  Washington,  pursuant  to  special  authority  from  the 
Secretary,  shall,  after  payment,  be  examined  and  ap- 
proved by  the  administrative  heads  of  the  bureaus  to 
which  they,  respectively,  relate,  in  compliance  with 
sections  (d)  and  (e) . 

(i)  Accounts  paid  by  fiscal  agents  outside  of  Washing- 
ton, pursuant  to  sections  {g)  and  (/i),  shall  be  transmitted 
to  the  disbursing  clerk  of  the  department,  who  shall  take 
off  the  totals  to  be  carried  to  the  appropriation  ledger  and 
shall  forward  such  accounts,  without  audit,  to  the  General 
Accoimting  Office. 

6.  Claims  for  General  Accounting  Office  Settle- 
ment.— ^The  bureau  accoimting  officers  shall  see  that 
vouchers  destined  for  settlement  in  the  General  Accoimt- 
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ing  Office  are  accompanied  by  all  necessary  information 
to  permit  final  disposition  of  the  claim.  This  information 
shall  be  on  the  voucher  or  permanently  attached  thereto 
and  will  include  the  following: 

(а)  Freight  accounts  must  be  accompanied  by  an 
accomplished  bill  of  lading,  a memorandum  certificate 
in  lieu  thereof,  or  by  other  proper  evidence  of  the  per- 
formance of  the  ser^dce.  Claims  for  storage  included  in 
freight  accounts  must  be  supported  by  a certificate  setting 
forth  the  circumstances  and  showing  the  necessity  for  the 
expense.  In  the  case  of  loss  or  damage  to  any  part  of  the 
shipment  a notation  thereof  should  be  made  before  the 
accomplishment  of  the  Government  bill  of  lading,  and  a 
statement  of  the  facts  and  an  estimate  of  the  damage 
must  be  attached  to  the  account  if  practicable. 

(б)  In  the  case  of  transfers  of  funds,  vouchers  must  show 
on  the  face  the  correct  title  of  the  appropriation  to  be 
charged  and  of  the  appropriation  to  be  credited,  the  date 
the  order  was  placed,  the  date  the  service  was  rendered,  a 
certificate  (either  on  the  voucher  or  on  a paper  attached 
thereto)  of  an  officer  of  the  department  or  bureau  to  whom 
funds  are  to  be  transferred,  stating  that  the  claim  is  correct 
and  just  and  that  settlement  has  not  been  made,  a certifi- 
cate of  an  officer  of  the  department  or  bureau  transferring 
the  funds  that  the  supplies  have  been  received  or  the 
services  rendered.  Whenever  a reference  or  key  number 
is  used  it  should  appear  on  the  voucher. 

These  classes  of  vouchers,  unless  they  include  charges 
for  freight  lost  or  damaged  in  transit,  will  be  scheduled 
to  the  disbursing  office  for  direct  settlement  in  the  General 
Accounting  Office  as  heretofore. 

(c)  All  vouchers  involving  claims  for  loss  or  damage  in 
transit,  and  all  other  vouchers  involving  disputed  ques- 
tions of  law  or  fact,  and  vouchers  covering  claims  for  loss 
or  damage  to  horses  and  other  property  used  in  official 
business  will  be  forwarded  to  the  Office  of  Inspection.  In 
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each  case  the  voucher  will  be  accompanied  by  a statement 
setting  forth  the  facts  in  detail,  the  conclusion  and  recom- 
mendation of  the  chief  of  bureau,  and  by  any  statement 
the  claimant  may  have  made  in  support  of  his  claim.  The 
Office  of  Inspection  will  review  and  brief  each  claim  and 
prepare  it  for  transmission  by  the  Secretary,  through  the 
disbursing  office,  either  for  advance  decision  by  the 
Comptroller  General  or  for  direct  settlement  by  the  General 
Accounting  Office. 

No  claim  shall  be  forwarded  to  the  General  Accounting 
Office  (Comptroller  General)  for  advance  decision  until  a 
statement  shall  have  been  secured  from  the  bmeau  in- 
volved which,  together  with  any  statement  made  by  the 
claimant  in  support  of  his  claim,  shall  be  attached  to  and 
made  a part  of  the  submission. 

7.  Adjustment  of  Disallowances. — ^The  chief  of  each 
bureau  shall  see  that  suspensions  and  disallowances  in 
accounts  approved  by  him  are  adjusted  within  a reasonable 
time.  In  case  of  any  improper  expenditure  and  subse- 
quent disallowance  of  the  same  by  the  General  Accounting 
Office,  such  steps  shall  be  taken  as  may  be  lawful  and 
appropriate  to  ascertain  the  responsibility  therefor,  and  to 
recover  for  the  Government  the  amount  of  funds  misused, 
misapplied,  misappropriated,  or  otherwise  improperly 
expended.  In  case  of  dispute  as  to  the  facts,  the  decision 
of  the  Secretary,  after  opportunity  for  hearing  has  been 
afforded  to  the  individuals  concerned,  shall  be  conclusive 
upon  the  employees  of  the  department. 

8.  Accounting  Forms. — ^The  following  accounting 
forms  are  prescribed  by  the  department,  and  the  data 
needed  to  make  a proper  administrative  examination  of 
accounts  and  establish  a legal  claim  against  the  United 
States  must  be  completely  filled  in  thereon: 

Form  1 . — Pay  roll  for  personal  services  in  the  District  of 
Coliunbia.  (Subvoucher,  Form  la.) 

Form  2. — Pay  roll  for  personal  services  outside  of  the 
District  of  Columbia. 
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Farm  ^a. — ^Pay  roll  for  personal  services  outside  of  the 
District  of  Columbia,  with  attached  memorandum  copy. 
(For  use  of  field  disbin-sing  agents.) 

Form  3. — Pay  voucher  for  personal  services. 

Farm  3a. — ^Pay  voucher  for  personal  services,  with  at- 
tached memorandum  copy.  (For  use  of  field  disbursing 
agents.) 

Form  4. — Public  voucher  for  reimbursement  of  traveling, 
and  station,  and  field  expenses,  and  for  payment  of  per 
diem . (Subvouchers,  Forms  4b  and  4c. ) 

Farm  4a- — Public  voucher  for  reimbursement  of  trav- 
eling, and  station,  and  field  expenses,  and  for  payment  of 
per  diem,  with  attached  memorandum  copy.  (For  use 
of  field  disbursing  agents.) 

Farm  5. — Public  voucher  for  purchases  and  services 
other  than  personal. 

Farm  5a. — Public  voucher  for  purchases  and  services 
other  than  personal,  with  attached  memorandum  copy. 
(For  use  of  field  disbursing  agents.) 

Form  6. — Public  voucher  for  advertising  and  authority 
to  publish  advertisement. 

Form  100. — Public  voucher  for  advance  of  funds. 

Farm  101. — Public  voucher  for  traveling  expenses  paid 
from  funds  advanced.  (Sub vouchers.  Forms  4b  and  4c.) 

Standard  vouchers  for  transportation  of  passengers, 
freight,  and  express  are  furnished  by  the  Public  Printer 
upon  request. 

9.  Preparation  of  Salary  Accounts. — When  two  or 
more  employees  are  serving  at  the  same  field  station  their 
salary  accounts  may  be  rendered  by  the  official  in  charge 
on  a pay  roil  Form  2.  When  serving  alone  an  employee 
should  render  his  salary  account  on  voucher  Form  3.  The 
amount  due  at  an  annual  or  monthly  rate,  or  for  fractional 
parts  of  a month,  should  be  ascertained  from  the  Depart- 
ment Salary  Tables.  (See  Appendix.)  The  exact  period 
of  service  should  be  stated,  with  inclusive  dates.  If  the 
salary  be  at  an  annual  or  monthly  rate,  Sundays  and  holi- 
days will  be  included  in  the  period  of  ser^dce. 


U.  S.  DEPARTMENT  OF  AGRICULTURE.  9-R 


The  correctness  of  every  service  voucher  as  to  the  period 
of  ser^dce  and  the  actual  performance  thereof  must  be 
established  by  the  certificate  of  the  chief  of  bureau  or  other 
oflScial,  designated  by  him,  having  immediate  supervision 
of  the  service  therein  set  forth. 

In  all  cases  of  a new  appointment,  promotion,  or  reduc- 
tion in  grade  involving  a change  in  rate  of  compensation, 
or  transfer  from  one  bureau  to  another,  sheet  and  line  ref- 
erence must  be  shown.  In  addition  all  Form  3 vouchers 
covering  services  of  employees  who  come  within  the 
retirement  act  of  May  22,  1920,  shall  indicate  absence 
without  pay,  with  inclusive  dates,  changes  in  name  or 
designation,  and  effective  dates  of  promotion,  demotion, 
resignation,,  termination  of  appointment,  or  other  action 
which  might  affect  the  retirement  record  of  the  depart- 
ment. Similar  information  shall  also  be  indicated  in  the 
** Remarks’’  column  of  pay  rolls  opposite  the  name  of  the 
employee  concerned. 

10.  Preparation  of  Accounts  for  Rent,  Supplies, 
and  Services  Other  than  Personal. — Every  accoimt, 
for  rent,  or  for  supplies  furnished,  or  services  (other  than 
personal  services)  rendered  by  any  person  or  persons  not 
officially  connected  with  the  department  or  by  any  firm 
or  corporation,  should  be  prepared  upon  a Form  5 voucher, 
in  the  name  of  the  individual,  firm,  or  corporation  to 
whom  payment  is  legally  due.  Accounts  for  rent  of  land, 
buildings,  or  rooms  should  contain  a concise  description 
of  the  premises  rented,  a statement  of  the  period,  with 
inclusive  dates,  for  which  payment  of  rent  is  claimed, 
and  a specific  reference  to  the  lease,  contract,  or  other 
written  agreement  upon  which  the  claim  is  based.  If  no 
lease  or  formal  agreement  of  any  kind  be  involved,  refer- 
ence should  be  made  to  the  letter  of  authorization  under 
which  the  expense  was  incurred.  If  the  premises  be 
held  under  a lease,  the  voucher  should  be  prepared  in  the 
name  of  the.  lessor,  whether  he  be  the  owner  or  merely 
the  s^nt  for  the  company;  if  there  be  no  lease,  the  voucher 
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Bhould  be  made  in  the  name  of  the  owner,  whether  indi- 
vidual, firm,  or  corporation.  Accounts  for  supplies  and 
services  other  than  personal  should  be  fully  itemized, 
showing  quantity  and  unit  price,  and  the  date  of  each 
item  thereof  should  correspond  with  the  date  of  actual 
delivery  or  performance.  Accounts  for  rent  or  services 
(other  than  personal  services)  for  fractional  parts  of  a 
month,  if  charged  for  at  a per  annum  or  monthly  rate, 
should  be  computed  on  the  basis  of  the  number  of  days 
which  actually  occur  in  the  month  covered  by  the  account. 
For  example,  in  a 30-day  month  one-thirtieth  of  the 
monthly  rate  should  be  allowed  for  each  day  the  premises 
were  occupied  or  the  service  rendered,  and  in  a 31-day 
month  one  thirty-first  of  the  monthly  rate  should  be 
allowed. 

11.  Lost  Checks. — Immediately  upon  the  loss  of  a 
check  the  owner  should  notify  the  disbursing  clerk  or 
other  fiscal  agent  of  the  department  in  writing,  giving,  if 
possible,  the  date,  the  number,  and  the  amount  of  the 
check,  in  order  that  payment  may  be  stopped  immediately 
by  that  officer.  He  should  then  make  every  effort  possible 
to  trace  the  check  through  postal  and  other  channels, 
which  action,  with  the  result  thereof,  should  be  made  the 
subject  of  a supplementary  report  to  the  disbursing  clerk 
or  fiscal  agent.  In  case  the  check  is  not  found  when  the 
second  report  is  made,  the  party  of  interest  will  receive 
from  the  department  a blank  bond  of  indemnity  for  execu- 
tion and  return  with  an  accompanying  affidavit  setting 
forth  the  circumstances  attending  the  loss  of  the  check. 
After  the  expiration  of  30  days  from  the  date  of  the  original 
check  a duplicate  will  be  issued . In  case  a check  reported 
lost  is  subsequently  found,  no  attempt  should  be  made  to 
cash  the  same  until  the  disbursing  clerk,  or  other  fiscal 
agent  to  whom  notice  of  loss  has  been  given,  has  been 
notified. 

12.  Bonds.— Every  employee  whose  duties  require 
him  regularly  to  receive  and  disburse  money  for  the  ac- 
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count  of  the  United  States  will  be  placed  under  bond  in  a 
sufficient  sum  to  protect  the  Government.  In  cases 
where  the  employee  is  called  upon  occasionally  to  transmit 
inconsequential  sums  to  a receiving  officer  no  bond  will 
be  required,  but  the  chief  of  each  bureau  will  be  expected 
to  see  that  bonds  are  procured  in  proper  cases.  The 
penalty  of  the  bond  of  each  receiving  and  disbursing 
officer  will  be  fixed  by  the  Secretary  of  Agriculture,  giv- 
ing consideration  to  the  amount  of  cash  and  funds  intrusted 
to  the  officer  as  an  incident  of  his  service,  and  of  the  safe- 
guards and  checks  by  which  he  is  surrounded.  The  Sec- 
retary wdll  approve  all  requisitions  for  funds  where  the 
amount  requisitioned,  together  with  the  balance  on  hand, 
exceeds  the  penalty  of  the  bond:  Provided,  That  unless 
previously  authorized  in  writing  such  excess  shall  in  no 
case  be  greater  than  twice  the  penalty  of  the  bond  unless 
an  emergency  exists,  which  fact  must  be  clearly  set  forth 
in  a letter  accompanying  the  requisition  and  have  the 
approval  of  the  bureau  chief.  Employees  of  the  Forest 
Service  and  Bureau  of  Public  Roads  may  be  temporarily 
detailed  as  special  deputy  fiscal  agents  under  the  super- 
vision of  a fiscal  agent  of  the  Forest  Service  for  the  purpose 
of  making  payments  in  cases  of  emergency.  Such  special 
deputy  fiscal  agents  shall  give  bond  to  the  United  States 
and  the  fiscal  agent  jointly  and  severally  in  a sum  not  less 
than  $5,000;  such  bonds  will  be  examined  by  the  as- 
sistant to  the  solicitor  and  approved  by  the  district  for- 
ester before  funds  are  placed  to  the  credit  of  the  deputy. 
In  no  event  will  the  funds  in  possession  of  a special  deputy 
fiscal  agent  at  any  one  time  be  permitted  to  exceed  the 
penalty  of  his  bond.  Special  deputy  fiscal  agents’  bonds, 
together  with  premium  receipts  and  notices  of  renewal, 
will  be  filed  in  the  office  of  the  fiscal  agent.  The  account 
of  each  deputy  will  be  closed  out  as  soon  as  the  emer- 
gency for  which  he  was  appointed  has  passed,  and  in  any 
event  such  action  will  be  taken  on  or  prior  to  the  date  of 
expiration  of  his  bond.  (Paragraph  modified;  effective 
March  26,  1923.) 
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COLLECTION  PROCEDURE. 

Bureau. — The  chief  of  each  bureau  shall  exercise  ad- 
ministrative supervision  over  all  claims  accruing  to  the 
United  States  from  any  activity  of  such  bureau.  He  shall 
see  that  proper  steps  are  taken  to  record  the  facts  in  each 
case  and  that  the  amount  of  each  claim  due  the  United 
States  is  promptly  ascertained  and  a demand  for  payment 
presented  to  the  debtor  in  the  manner  hereinafter  indi- 
cated. In  presenting,  a claiin,  whether  the  amount  be 
liquidated  or  unliquidated,  bureau  officers,  except  dis- 
trict officers  of  the  Forest  Service  and  others  specifically 
exempted,  shall  prepare  and  forward  Claim  Forms  a and 
h to  the  debtor.  Forms  c and  d will  be  prepared  at  the 
same  time  and  the  former  immediately  forwarded  direct 
to  the  Disbursing  Clerk  of  the  Department  of  Agriculture, 
Washington,  D.  C.  Form  d will  be  forwarded  to  the  ac- 
counting office  of  the  bureau  concerned.  In  preparing 
Forms  a,  6,  c,  and  c?,  when  the  amount  payable  is  not 
liquidated  in  advance  as  in  the  case  of  property  to  be  sold 
at  auction,  on  consignment,  or  by  board  of  survey,  the 
blank  following  the  dollar  sign  should  be  filled:  ‘‘See 
account  sales  attached’’  or  “See  itemized  statement  at- 
tached.” In  each  such  case  the  deposit  should  be  to  the 
credit  of  “Mr.  Zappone,  Special  Account,”  and  the  letter 
should  recite  that  the  remittance  was  on  account  of  (here 
should  follow  a complete  statement  of  the  claim,  detailed 
and  itemized  in  such  manner  that  it  will  be  possible  for 
the  bureau  and  the  general  accounting  officers  to  verify 
any  settlement  tendered  by  the  debtor) . Should  the  form 
provide  insufficient  space,  the  details  may  be  recorded  on 
a separate  sheet,  copy  of  which  should  be  attached  to  each 
91281**— 24 2 
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form.  These  form  letters  of  transmittal  will  be  numbered 
consecutively  and  a record  kept  of  the  use,  destruction,  or 
disposition  made  of  each  number. 

When  notified  by  the  disbursing  clerk  that  a payment 
has  been  received,  the  bureau  records  will  be  completed 
to  show  the  date  and  amount  of  payment  and  the  Treasury 
account  in  which  the  amount  was  deposited.  Should  the 
deposit  have  been  made  in  kir.  Zappone’s  special  account 
the  bureau  will  take  prompt  action  to  verify  the  amount 
of  the  remittance,  and  if  the  settlement  is  acceptable  the 
disbursing  clerk  will  be  promptly  instructed  to  transfer 
the  amount  to  the  credit  of  the  proper  appropriation  or 
Treasury  account. 

Should  it  become  necessary,  in  order  to  enforce  pay- 
ment, to  deduct  by  way  of  set-off  from  an  account  incurred 
by  a bureau,  a complete  statement  of  the  facts  will  be  at- 
tached to  the  voucher  against  which  set-off  is  checked. 
The  case  will  then  be  forwarded  to  the  Office  of  Inspection 
as  outlined  in  paragraph  6.  When  set-off  can  not  be 
checked  against  a voucher  of  the  bureau,  a detailed  state- 
ment of  the  essential  facts  will  be  forwarded  to  the  Office 
of  Inspection  for  appropriate  action. 

Disbursing  cleric, — ^Upon  receipt  of  Form  c the  disburs- 
ing clerk  will  enter  in  a record  book  the  date  of  the  claim 
and  name  of  the  debtor  and  a brief  summary  of  the  nature 
of  the  claim.  He  will  then  file  Form  c in  an  alphabetical 
file  under  the  name  of  the  debtor.  Upon  receipt  of  re- 
mittance he  will  complete  the  book  record  to  show  the 
amount  received,  date  of  receipt,  the  date  of  deposit  in 
the  Treasury,  and  the  account  to  which  the  deposit  was 
credited.  Form  c will  be  stamped  to  show  the  date  of 
receipt  and  the  amount  received  and  will  be  forwarded  to 
the  General  Accounting  Office  quarterly  with  the  abstract 
of  the  money  receipts. 

Remittances  will  be  deposited  in  the  Treasury  of  the 
United  States  on  the  next  business  day  after  receipt,  or 
as  soon  as  possible  thereafter.  Deposits  will  be  made  to 
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the  account  indicated  unless  such  action  is  obviously  in 
error,  or  the  remittance  differs  from  the  demand,  in  which 
event  the  form  should  be  changed  to  Zappone, 

Special  Account,  ’ ’ remittance  so  deposited,  and  the  bureau 
requested  to  adjust  the  matter.  After  adjustment,  the 
sum  in  question  will  be  transferred  to  the  credit  of  the 
proper  account. 

Unless  otherwise  requested  by  a bureau,  the  disburs- 
ing clerk  will  transmit  to  each  bureau  with  his  quarterly 
abstract  of  money  receipts  a list  of  all  unpaid  claims  of 
record  on  his  books  for  a period  of  30  days  or  more. 

13.  Detail  of  Employees  as  Special  Deputy  Fiscal 
Agents. — Clerks,  officers,  or  other  employees  of  the  Forest 
Service  may  be  temporarily  detailed  to  the  office  of  the  dis- 
trict fiscal  agents,  as  special  deputy  fiscal  agents,  under  the 
direction  of  and  subject  to  supervision  of  the  district  fiscal 
agent,  for  the  purpose  of  making  cash  payments  to  fire- 
fighting and  other  crews;  and,  when  necessary,  these  em- 
ployees and  employees  of  the  Bureau  of  Public  Boads  may 
also  be  designated  to  act  as  special  deputy  fiscal  agents 
under  the  district  fiscal  agents  of  the  Forest  Service  for  the 
purpose  of  making  cash  payments  to  laborers,  and  for  the 
purchase  of  materials  in  case  of  emergency  in  connection 
with  the  construction  and  maintenance  of  roads  and  trails 
under  the  10  per  cent  forest  road  and  trail  provision, 
section  8 of  the  Federal  aid  road  act,  general  improve- 
ment funds,  and,  with  the  prior  approval  of  the  Secre- 
tary, specific  cooperative  fimds  deposited  for  road 
improvement  work;  all  such  special  deputy  fiscal  agents 
to  furnish  bond  in  a sum  not  exceeding  $5,000  each,  drawn 
in  favor  of  the  United  States,  said  bond  to  be  fixed  by  the 
Forester  at  an  amount  sufficient  to  cover  any  funds  ad- 
vanced. Such  bonds  shall  be  filed  in  the  office  of  the 
Forester. 

14.  Affidavits  and  Acknowledgments  in  Connec- 
tion with  ProsecutionSo — Affidavits  and  acknowledg- 
ments in  connection  with  the  preparation  of  cases  for  prose- 
cution under  the  laws  of  the  United  States  should  be  exe- 
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cuted,  when  practicable,  (a)  before  a clerk  of  a United  States 
court;  (b)  before  a United  States  commissioner;  (c)  before 
a notary  public;  or  (d)  before  a justice  of  the  peace  having 
authority  to  administer  oaths  and  aflu’mations,  preference 
being  given  to  the  officials  in  the  order  named.  When 
executed  before  an  officer  not  having  a seal,,  a certificate 
from  the  clerk  of  the  coui't  or  other  officer  having  charge  of 
the  records  of  the  appointment  or  election  of  the  officer 
before  whom  the  oath  is  executed  should  be  attached. 
When  it  is  necessary  to  appear  before  a notary  or  justice  of 
the  peace,  owing  to  the  impracticability  of  reaching  the 
first  or  second  named  officials,  notarial  and  justice  of  the 
peace  fees  will  be  allowed  if  not  in  excess  of  the  legal  rate 
authorized  by  the  State  laws  at  the  time  the  services  are 
rendered.  Payment  of  fees  should  not  be  made  to  clerks 
of  United  States  courts  or  to  United  States  commissioners 
as  no  allowance  will  be  made  for  such  fees> 

PERSONAL  SERVICES. 

15.  Appointment  and  Oath  of  Office. — Except  tem- 
porary assistants  and  laborers  outside  of  Washington  em- 
ployed, subject  to  civil-service  rules,  under  letters  of 
authority  every  person  entering  the  service  of  the  depart- 
ment will  be  appointed  by  the  Secretary  at  a speci- 
fied rate  of  compensation.  In  no  circumstances  will  an 
appointment  be  issued  the  compensation  under  which  is 
payable  from  the  contingent  fund  of  the  department,  nor 
will  an  appointment  be  issued  under  any  lump-fund 
appropriation  for  service  in  the  District  of  Columbia  unless 
such  appropriation  contains  specific  authority  for  employ- 
ment in  the  District  of  Columbia.  An  oath  of  office^ 

1 ‘^I, , do  solemnly  swear  that  I will  support  and  defend 

the  Constitution  of  the  United  States  against  all  enemies,  foreign  and 
domestic;  that  I will  bear  true  faith  and  allegiance  to  the  same;  that  I 
take  this  obligation  freely  without  any  mental  reservation  or  puri)ose 
of  evasion;  and  that  I will  well  and  faithfully  discharge  the  duties  of 
the  office  on  which  I am  about  to  enter.  So  help  me  God.^' 
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must  be  executed  and  filed  with  the  bureau  before  the 
first  payment  of  salary  will  be  made^  in  all  cases  of  (a) 
original  appointment,  promotion,  demotion,  or  transfer 
from  one  position  to  another  on  a statutory  roil;  (6)  of 
an  original  appointment  on  a lump-fund  roll;  or  (c)  of  a 
transfer  from  the  statutory  roll  of  one  bureau  to  a lump- 
fund  roil  of  another  bureau.  An  employee  performing 
continuous  service  in  the  same  bureau  will  not  be  required 
to  take  an  additional  oath  of  office  in  case  of  (a)  promo- 
tion, demotion,  or  transfer  from  one  lump-fund  roll  to 
another;  (b)  transfer  from  the  statutory  to  a lump-fund 
roll;  or  (c)  reassignment  or  other  change  of  status  on  a 
lump-fund  roll. 

16.  Travel  Expenses  Incident  to  Reporting  for 
Duty. — ^When  original  appointments  are  made,  expense  of 
travel  incident  to  reporting  for  duty  will  not  be  paid  by  the 
department  in  the  case  of  an  employee  on  a statutory  roil 
nor  in  any  other  case  unless  specifically  authorized  in  the 
appointment  or  contract  of  employment  of  the  employee. 
No  appointment  shall  be  made  on  the  lump-fund  roll  with 
a view  to  transfer  to  the  statutory  roll,  nor  shall  any  assign- 
ment be  made  to  a point  other  than  the  place  at  which 
permanent  service  is  to  be  performed,  for  the  sole  piu'pose 
of  securing  for  an  employee  payment  of  travel  expense 
incident  to  reporting  for  duty  at  his  permanent  station. 


a Oaths  of  office  when  required  must  be  taken  without  expense  to  the 
United  jStates.  They  may  be  taken  before  any  officer  having  an  official 
seal,  with  authority  to  administer  oaths  either  imder  United  States 
statutes  or  local  municipal  law,  and  must  be  properly  certified  under 
the  hand  and  seal  of  such  officer.  Oaths  of  office  may  also  be  taken 
before  the  chief  clerk  of  the  department  or  the  chief  clerk  of  any  bureau 
or  statutory  division  thereof  at  Washington,  D.  C.,  provided  the  chief 
clerk  be  one  who  occupies  a statutory  position.  Forest  guards  and  other 
remotely  situated  employees  of  the  department  receiving  compensation 
from  Imnp-smn  appropriations  are  authorized  to  subscribe  to  the  oath 
of  office  before  a forest  ranger  or  other  commissioned  employee  of  the 
department  when  the  services  of  an  officer  authorized  to  administer 
oaths  are  not  available;  in  every  such  case,  however,  a statement  of  the 
facts  must  be  made  on  the  form  by  the  certifying  employee.  (See  also 
Administrative  Regulations.) 
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17.  Double  Compensation. — No  person  occupying  a 
position  under  the  Federal  Government,  other  than  as  a 
retired  officer  or  enlisted  man  of  the  Army,  Navy,  Marine 
Corps,  or  Coast  Guard,  or  as  an  officer  or  enlisted  man  of 
the  Organized  Militia  or  Naval  Militia  in  the  several 
States,  Territories,  and  the  District  of  Columbia,  shall 
occupy  a position  in  this  department,  nor  shall  an  em- 
ployee of  this  department  occupy  another  position  under 
the  Federal  Government,  except  as  above  enumerated,  if 
the  combined  salaries  of  both  positions  exceed  the  rate  of 
$2,000  per  anniun,  nor  shall  any  officer  or  enlisted  man, 
within  the  exceptions  enumerated,  whose  retired  or  active 
pay  amounts  to  $2,500  per  annum  or  more  be  appointed  to 
any  position  in  this  department.  But  officers  and  en- 
listed men,  within  the  exceptions  enumerated,  whose  re- 
tired or  active  pay  does  not  amount  to  $2,500  per  annum 
may  be  appointed  to  any  position  in  this  department  the 
salary  of  which  is  less  than  $2,500  per  annum. 

Irrespective  of  the  salary  involved  no  full-time  employee 
of  this  department  shall  receive  additional  salary  or  pay 
for  any  other  service  in  this  department  unless  specifically 
authorized  by  law. 

18.  Salary  Rates. — A person  serving  the  whole  of  any 
calendar  month,  who  is  paid  on  an  annual  or  monthly 
basis,  will  be  paid  one-twelfth  of  the  annual,  or  the  full 
monthly,  salary,  irrespective  of  the  number  of  days  that 
the  month  contains.  Employees  paid  on  a per  diem  basis 
will  be  paid  for  each  day  worked,  including  the  last  day 
of  any  31-day  month. 

19.  February  Salary. — person  entering  the  service 
during  February,  and  serving  continuously  to  the  end 
thereof,  who  is  paid  on  an  annual  or  monthly  basis,  will 
receive  a full  monthly  installment  less  as  many  thirtieths 
as  there  were  days  elapsed  prior  to  date  of  entry. 

20.  Thirty-first  Day. — A person  entering  the  service 
in  any  month  other  than  February,  on  any  day  except 
the  31st  of  a 31-day  month,  and  serving  to  the  end  thereof, 
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who  is  paid  on  an  annual  or  monthly  basis,  will  be  paid 
from  the  date  of  entry  to  the  30th  day  of  said  month, 
both  dates  inclusive ; a person  entering  the  service  on  the 
31st  day  of  a 31-day  month  will  receive  no  pay  therefor. 

21.  Absence  Without  Pay. — ^The  following  rules  will 
govern  deductions  from  salary  on  account  of  absence  with- 
out pay: 

31-day  month: 

(а)  Deduct  one  day’s  pay  for  absence  only  on  the 

31st. 

(б)  Deduct  one  day’s  pay  for  absence  on  the  30th 

and  31st. 

(c)  Deduct  two  days’  pay  for  absence  on  the  31st 
and  any  other  one  day  between  the  1st  and 
29th,  both  inclusive. 

id)  Deduct  one  days’  pay  and  fraction  for  absence 
on  the  31st  and  fractional  part  of  any  other 
day  between  the  1st  and  29th,  both  inclusive. 

(e)  Deduct  only  fraction  of  30th  for  absence  for  frac- 
tional part  of  30th  and  all  of  31st. 

SO-day  month: 

(a)  Deduct  one  day’s  pay  for  each  day’s  absence. 

29-day  month: 

(а)  Deduct  one  day’s  pay  for  each  day’s  absence 

between  the  1st  and  28th,  both  inclusive. 

(б)  Deduct  two  days’  pay  for  absence  on  the  29th. 

28-day  month: 

(а)  Deduct  one  day’s  pay  for  each  day’s  absence 

between  the  1st  and  27th,  both  inclusive. 

(б)  Deduct  three  days’  pay  for  absence  on  the  28th. 

22.  Deduction  of  Pay  for  Sunday  or  Holiday  Ab- 
sence.— Pay  will  be  deducted  for  absence  on  Sundays  and 
holidays: 

(a)  When  such  days  occur  at  the  beginning  of  a period 
of  leave  without  pay,  and  the  employee  was  not  actually 
on  duty  immediately  preceding  the  Sunday  or  holiday. 
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(6)  When  such  days  occur  within  a period  of  leave  with- 
out pay. 

(c)  "When  such  days  occur  at  the  conclusion  of  a period 
of  annual  or  sick  leave  and  the  employee,  instead  of  re- 
turning to  duty  on  the  day  following,  enters  upon  a period 
of  leave  without  pay. 

(d)  When  such  days  occur  at  the  conclusion  of  an  indefi- 
nite period  of  leave  without  pay. 

23.  Allowance  of  Pay  for  Sunday  or  Holiday  Ab- 
sence.— Pay  will  be  allowed  for  Sundays  and  holidays 
when  such  days  occur: 

(а)  Within  a period  of  annual  or  sick  leave. 

(б)  At  the  beginning  of  a period  of  leave  without  pay  if 
the  employee  was  actually  on  duty  the  business  day  pre- 
ceding such  Sunday  or  holiday. 

(c)  At  the  end  of  annual  or  sick  leave,  or  leave  without 
pay  granted  for  a definite  period  if  the  employee  returns  to 
duty  the  first  business  day  following  such  Sunday  or  holi- 
day. 

24.  Sunday  Pay  of  Per  Diem  Employees. — Per  diem 
employees  will  not  receive  pay  for  Sundays  unless  service 
is  necessary  and  actually  performed,  in  which  case  the 
service  must  be  certified  to  on  the  account  by  the  super- 
vising official. 

25.  Legal  Holiday  Pay  of  Per  Diem  Employees. — 
Per  diem  employees  within  the  United  States  holding 
permanent  appointments  will  receive  pay  for  legal  holi- 
days (the  first  day  of  January,  the  twenty-second  day  of 
February,  the  thirtieth  day  of  May,  the  fourth  day  of  July, 
the  first  Monday  in  September,  the  twenty-fiith  day  of 
December,  such  days  as  may  be  designated  by  the  Presi- 
dent as  days  for  national  thanksgiving,  and  days  declared 
legal  holidays  by  acts  of  Congress  if  such  acts  provide  for 
pay  to  per  diem  employees)  if  in  pay  status  on  the  business 
days  preceding  and  following  such  legal  holidays,  i.  e. , on 
duty  or  on  leave  of  absence  with  pay.  Temporary  per 
diem  employees  and  those  whose  appointments  read  ^‘for 
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days  actually  employed”  must  actually  perform  service 
on  the  business  days  preceding  and  following  such  holi- 
days in  order  to  be  entitled  to  pay  therefor:  Provided^  That 
when  any  of  the  legal  holidays  herein  mentioned  falls  on 
Sunday  the  day  observed  as  such  shall  be  considered  the 
legal  holiday. 

26.  Salary  for  Services  Terminating  During 
Month. — ^An  employee  paid  on  a per  annum  or  monthly 
basis,  who  permanently  retires  from  the  service  without 
serving  the  whole  month,  is  entitled  to  one-thirtieth  of  a 
monthly  installment  for  each  day  on  full-pay  status,  ex- 
cept for  the  31st  day  of  a 31-day  month. 

27.  Final  Salary  Payment;  Conditions  Precedent 
to. — Salary  due  employees  in  a pay  status  separated  from 
the  ser\ice  by  death,  resignation,  or  dismissal,  will  be 
computed  to  cover  the  day  on  which  the  separation  takes 
effect,  unless  the  death,  resignation,  or  dismissal  falls  on 
the  last  day  of  a 31-day  month,  in  which  event  the  30th 
will  be  regarded  as  the  terminal  date.  Final  settlement  of 
salary  of  persons  in  any  way  responsible  for  public  prop- 
erty, unused  scrip,  or  transportation  requests,  or  who  are 
in  arrears  to  the  United  States  in  connection  with  an  ad- 
vance of  public  funds  for  traveling  expenses,  or  for  any 
other  purpose,  will  not  be  made  ui^jtil  evidence  shall  have 
been  furnished  showing  that  the  property,  unused  scrip, 
or  transportation  requests  have  been  satisfactorily  ac- 
counted for,  or  the  arrears  paid,  to  the  proper  officer. 

28.  Accounts  Due  Deceased  Employees. — Accounts 
due  deceased  employees  and  payable  to  executors,  admin- 
istrators, or  guardians,  and  accounts  in  favor  of  trustees, 
or  other  fiduciaries,  must  be  accompanied  by  certified  or 
photographic  copies  of  letters  testamentary,  of  administra- 
tion, of  guardianship,  or  of  trusteeship,  or  by  other  evi- 
dence of  a fiduciary  character.  An  account  due  a deceased 
employee  who  died  intestate  and  for  whose  estate  adminis- 
tration is  not  required  by  the  laws  of  the  State  in  which  the 
employee  maintained  his  domicile  at  the  time  of  death. 
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may  be  paid  to  the  legal  representative  of  the  deceased 
upon  satisfactory  evidence,  under  oath,  as  to  the  relation- 
ship of  the  payee  to  the  deceased,  and  as  to  the  condition 
of  the  estate.  An  affidavit,  prepared  in  the  department  in 
accordance  with  law,  must  be  filed  with  the  voucher  cover- 
ing the  account. 

29.  Assignments  of  Salaries. — Assignments  of  sala- 
ries may  be  made  by  employees  when  absent  on  account 
of  illness,  annual  leave,  or  official  business,  except  as  here- 
inafter prohibited . When  an  employee  desires  to  make  an 
assignment  of  his  pay,  under  any  of  the  circumstances 
enumerated  above,  he  shall  give  to  the  disbursing  clerk  or 
fiscal  agent  a written  order  on  a form  provided  for  the  pur- 
pose, showing  the  full  name  and  address  of  the  assignee, 
the  period  covered  by  such  assignment,  and  whether  it  is 
desired  that  the  amount  be  paid  in  cash  or  by  check. 
Under  no  circumstances  will  any  assignment  or  other  order 
for  salary  be  approved  or  honored  by  the  disbursing  clerk 
or  a fiscal  agent  when  in  the  nature  of  an  assignment  or 
other  making  over  of  salary  for  value  received,  or  as  se- 
curity for  a loan,  or  when  made  payable  to  loan  brokers  or 
companies,  or  agents  thereof. 

30.  Garnishments  and  Attachments. — No  trustee 
process,  garnishment,  %r  attachment  can  be  recognized  by 
an  employee  of  the  department,  in  respect  to  moneys  due 
creditors  of  the  United  States,  and  such  processes  are  void 
as  against  public  fimds  in  the  hands  of  disbursing  officers. 

TRAVEL  EXPENSES. 

AUTHORIZATION. 

31.  Authority  to  Travel  Secured  in  Advance. — Spe- 
cific written  authorization  should  be  secured  before  any 
travel  is  performed  for  the  department.  In  a case  of  actual 
and  extreme  emergency,  however,  an  account  for  expenses 
not  previously  authorized  may  be  approved. 

32.  Form  of  Authorization. — Subject  to  the  provi- 
sions of  these  regulations,  a person  traveling  upon  official 
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business  of  the  department  may  be  allowed  actual  travel- 
ing expenses,  or  a per  diem  in  lieu  of  subsistence. 

TRAVEL  EXPENSES  DEFINED. 

33.  Actual  Traveling  Expenses. — Proper  and  legiti- 
mate actual  traveling  expenses  are  those  usual  and  essen- 
tial to  the  comfort  of  travelers,  and,  when  authorized, 
may  embrace  any  of  the  following  items  of  expenditure, 
if  actually  incurred,  provided  that  reimbursement  for 
subsistence  expenses  shall  in  no  case  exceed  $5  a day: 

(а)  Fares  upon  trains,  steamers,  stages,  or  other  usual 
modes  of  conveyance.  Charges  for  fares  incidental  to 
travel  by  water  must  show  whether  meals  are  included. 
When  there  is  a difference  between  the  fares  paid  for  jour- 
neys between  the  same  points  on  two  occasions  during  the 
same  detail,  an  explanation  of  the  larger  amount  charged 
in  the  account  must  be  given. 

(б)  One  double  berth  for  each  person,  customary  state- 
room accommodations  on  steamers  and  other  vessels,  and 
seat  in  parlor  or  chair  car,  except  as  provided  in  paragraph 
33  (r).  When  sleeping  or  parlor  car  accommodations  are 
paid  for  in  cash,  the  reimbursement  account  must  show  the 
points  between  which  the  service  was  rendered,  whether 
seat,  upper  berth,  or  lower  berth  was  occupied,  the  num- 
ber of  persons,  and  the  initials  of  the  railroad  over  which 
travel  was  performed. 

(c)  Porter  fees  on  trains  or  coastwise,  river,  or  lake 
steamers,  not  to  exceed  25  cents  for  each  car,  or  for  each 
24  hours  or  fraction  thereof.  Reimbursement  for  the  pay- 
ment of  such  fees  will  not  be  allowed  in  Arkansas,  Georgia, 
Mississippi,  or  Tennessee,  where  such  fees  are  prohibited 
by  State  law. 

(d)  Charges  for  excess  baggage,  where  the  excess  weight 
consists  of  property  to  be  used  for  public  purposes. 

(e)  Street-car,  transfer-coach,  and  omnibus  fares,  if 
the  charge  is  not  in  excess  of  locally  prevailing 
rates.  Personal  transfers  as  herein  provided  between 
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hotels  when  satisfactorily  explained.  Transfers  of  bag- 
gage when  the  charge  is  not  in  excess  of  locally  prevailing 
rates:  Provided,  That  an  employee  may  properly  choose 
his  residence  in  a suburb  of  his  official  station,  and  per- 
sonal transfers  and  transfers  of  baggage  as  herein  provided 
will  be  allowed  between  such  residence  and  the  depot 
at  his  official  station  at  the  beginning  and  termination  of 
official  travel.  When  properly  explained,  storage  charges 
may  be  allowed  on  baggage.  In  case  of  public  necessity 
taxicab  hire  will  also  be  allowed,  but  a satisfactory  expla- 
nation of  necessity  must  accompany  claim.  Taxicab  hire 
will  not  be  allowed  in  the  following  cases,  which  are  not 
considered  public  necessities: 

1.  If  the  depot,  hotel,  or  other  place  the  employee  is 
required  to  visit  on  official  business  is  within  walking 
distance. 

2.  If  due  to  inclement  weather. 

3.  If  due  to  unfamiliarity  with  the  city. 

4.  If  due  to  the  fact  that  hand  baggage  is  being  carried. 

Provided,  That  street-car  and  other  fares  incurred 

between  place  of  lodging  or  where  meals  are  taken  and 
place  of  duty  shall  be  charged  as  an  item  of  subsistence. 
(See  pars.  33  Qi)  and  52.) 

(/)  The  checking  and  porterage  of  baggage  at  depots, 
hotels,  or  docks  upon  arrival  and  departure,  charges  for 
checking  not  in  excess  of  prevailing  rates,  and  porterage 
not  to  exceed  25  cents  at  docks  and  10  cents  for  each 
piece  in  any  other  case:  Provided,  That  because  of  State 
laws  reimbursement  for  the  payment  of  any  porter  fee  here- 
in mentioned  will  not  be  allowed  in  Georgia,  Mississippi, 
or  Tennessee,  nor  will  fees  paid  hotel  porters  in  Arkansas 
be  reimbursed. 

{g)  Customary  fees  to  cabin,  deck,  dining-room,  and 
bath  stewards,  not  to  exceed  in  the  aggregate  $10  on  trans- 
ocean steamers;  $1  a day  between  the  continental  United 
States  and  the  Bermudas  and  the  Bahamas,  Central  and 
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South  America,  Cuba,  Porto  Rico,  and  other  islands  in 
the  Caribbean  Sea;  50  cents  a day  on  coastwise,  river,  and 
lake  steamers,  and  the  hire  of  a steamer  chair  not  to  exceed 
$1.50  for  the  trip. 

(h)  Customary  charges  for  subsistence,  except  as  pro- 
vided in  paragraph  33  (r),  not  to  exceed  in  the  aggregate 
$5  for  any  one  day.  These  charges  will  include  all  ex- 
penses incurred  for  meals,  lodging,  bath,  personal  use  of 
room  at  hotel  during  the  daytime,  waiter  fees  not  exceed- 
ing 30  cents  in  any  one  day;  laundry,  cleaning  and  press- 
ing clothes,  not  exceeding  an  aggregate  of  $12  for  each 
period  of  30  days,  or  a proportionate  amount  thereof  for 
fractional  parts  of  a 30-day  period.  Employees  will  enter 
charges  for  laundry  and  for  the  cleaning  and  pressing  of 
clothes  in  their  reimbursement  accounts  on  the  dates  of 
payment,  and  in  the  administrative  examination  of  the 
accounts  the  aggregate  of  all  such  charges  within  the  afore- 
said maximum  will  be  allowed  to  the  extent  that  sub- 
sistence expenses,  including  charges  for  laundry  and  for 
the  cleaning  and  pressing  of  clothes,  do  not  exceed  the 
maximum  authorized  by  law.  Laundry  periods  shall  be- 
gin with  the  first  day  of  travel  as  shown  by  each  account, 
except  that  when  two  or  more  trips  are  covered  by  one 
account,  the  first  day  of  each  trip  shall  constitute  the  be- 
ginning of  a period . Charges  for  laundry  and  for  the  clean- 
ing and  pressing  of  clothes  shall  not  be  brought  forward 
from  a previous  account  or  trip.  Receipts  for  laundry 
and  for  the  cleaning  and  pressing  of  clothes  must  be  sub- 
mitted or  a statement  filed  with  the  reimbursement 
account  showing  that  to  obtain  them  was  impracticable. 
Charges  for  laundry  at  official  headquarters  will  not  be 
allowed.  (Laundry  pro\dsion  modified;  effective  March 
3,  1923.)  Telegrams  to  hotels  reserving  accommodations 
to  be  included  in  subsistence  expenses  for  the  initial  date 
of  the  period  for  which  the  accommodations  are  occupied; 
transportation  between  place  of  lodging  or  where  meals  are 
taken  and  place  of  duty:  Provided^  That  where  the  cost  of 
transportation  between  a place  of  duty  at  which  lodging 
can  not  be  obtained  and  the  nearest  available  lodging  ex- 
ceeds the  ordinary  expense  of  street-car  and  similar  trans- 
portation in  cities  and  towns  such  cost  of  transportation  is 
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not  subsistence  and  if  necessarily  incurred  and  satisfac- 
torily explained  will  be  allowed  as  transportation.  (Pro- 
viso effective  December  27,  1923.)  A charge  for  lodging 
at  a hotel  and  a charge  for  sleeping  berth  for  the  same  night 
will  be  allowed  only  when  accompanied  by  a definite 
statement  of  necessity:  Provided , That  because  of  State 
laws  reimbursement  for  the  payment  of  waiter  fees  will  not 
be  allowed  in  Arkansas,  Georgia,  Mississippi,  or  Tennessee. 

{i)  Expenses  incurred  for  telegraph,  cable,  wireless,  and 
telephone  messages,  when  relating  to  the  business  for 
which  the  travel  is  being  performed.  Charges  for  long- 
distance telephone  calls  should  show  the  points  between 
which  the  messages  are  transmitted. 

(j)  Except  as  provided  in  paragraph  33  (r),  special  con- 
veyance, such  as  livery,  or  the  hire  of  a boat,  bicycle, 
motor  cycle,  or  automobile,  when  public  or  regular  means 
of  transportation  are  not  available,  or  can  not  be  used  as 
advantageously  in  the  interest  of  the  Government.  When 
vehicles  and  drivers  are  hired,  feed  and  stabling  of  horses, 
or  care  of  vehicles,  and  the  subsistence  and  lodging  of  the 
driver,  will  be  allowed  while  absent  from  the  headquarters 
of  such  vehicle  and  driver,  if  not  included  in  the  cost 
of  hire,  and  it  is  so  shown  in  connection  with  such  items 
of  expense. 

{Tc)  When  specifically  authorized,  actual  operating  ex- 
penses (gasoline  and  oil)  or  mileage  rates  not  exceeding 
3 cents  per  mile  for  a motor  cycle  and  7 cents  per  mile 
for  an  automobile,  for  the  use  of  personally  owned  vehi- 
cles in  official  work.  Each  account  covering  actual  oper- 
ating charges  or  mileage  rates  should  be  supported  by  a 
certificate  setting  forth  (a)  date  of  travel,  (6)  points  be- 
tween which  performed,  (c)  actual  number  of  miles  trav- 
eled, (d)  hour  of  departure  from  and  arrival  at  official  sta- 
tion, {e)  that  the  distances  stated  are  to  the  best  of  the 
employee’s  knowledge  and  belief  correct,  and  that  no  pub- 
lic or  regular  means  of  transportation  could  be  used  as 
advantageously  in  the  interest  of  the  Government.  Cer- 
tificates covering  actual  operating  charges  should  indicate 
in  addition  (/)  that  the  charges  for  gasoline  and  oil  were 
arrived  at  by  actual  measurement  at  both  the  beginning 
and  the  end  of  the  official  trip,  and  those  covering  mileage 
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rates  should  show  {g)  the  rate  per  mile  and  totel  charge. 
In  addition  to  actual  operating  expenses  (gasoline  and  oil) 
employees  using  their  own  vehicles  in  official  work  may 
be  reimbursed  for  storage  charges  when  storage  becomes 
necessary  at  points  other  than  official  headquarters,  and 
necessary  tolls  and  ferry  charges.  Where  it  becomes  nec- 
essary, by  reason  of  breakdowns,  impassable  roads,  or 
roiring,  to  have  vehicles  towed  partly,  or,  under  extraor- 
dinary circumstances,  entirely  to  destination,  reimburse- 
ment may  be  made  for  reasonable  expense  of  such  tow- 
age, but  all  such  charges  must  be  fully  explained,  and 
each  case  will  be  considered  on  its  merit.  Employees 
operating  personally  owned  vehicles  on  a mileage  basis 
will  not  be  reimbursed  in  addition  for  storage,  tolls,  ferry, 
or  towage  charges.  (Subparagraph  amended;  effective 
July  16,  1923.) 

(Z)  Employees  in  charge  of  field  parties  may,  when 
duly  authorized,  hire  horses  and  vehicles  and,  subject  to 
civil-service  rules,  employ  drivers,  laborers,  cooks,  and 
other  minor  assistants  for  service  in  the  field  during  an 
entire  field  season,  and  may  also  purchase  camp  outfits 
and  subsistence  supplies.  Permittees  and  others  fight- 
ing forest  fires  or  rendering  other  service  to  the  United 
States,  in  conjunction  with  employees  of  the  department, 
while  not  formally  in  the  employ  of  the  department,  may 
receive  their  subsistence  while  so  engaged  in  lieu  of  other 
compensation. 

(m)  Purchase  of  medicines  for  emergency  personal  use 
in  connection  with  injuries  or  disabilities  incurred  while 
performing  official  work  in  remote  localities. 

(n)  Stenographic  or  typewriting  services  in  connection 
with  correspondence  or  the  preparation  of  reports. 

(o)  An  employee  assigned  to  temporary  duty  in  one  lo- 
cality may  be  allowed  usual  subsistence  expenses  during 
the  entire  period  of  such  assignment. 

(p)  The  payment,  when  traveling  in  foreign  countries, 
of  customary  and  reasonable  fees  to  guides,  interpreters, 
and  baggage  porters. 

{q)  Emergency  expenditures  not  enumerated  in  any 
of  the  aforementioned  classes,  such,  for  instance,  as  the 
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employment  of  interpreters  or  guides  when  necessary,  the 
payment  in  cash  of  extra  fares  on  limited  trains  when  delay 
would  injuriously  affect  the  public  interests,  express  and 
freight  charges^  and  the  like.  In  each  case,  however,  a 
statement  showing  clearly  the  nature  of  the  exigency  must 
accompany  the  reimbursement  account. 

(r)  Whenever,  for  any  reason,  actual  expenses  allowed 
under  these  regulations  as  incidental  to  travel,  such  as 
hotel  accommodations,  meals,  sleeping  berths,  stateroom, 
special  transportation,  and  the  like,  are  incurred  by  an 
employee  jointly  with  members  of  his  family  or  other  per- 
sons, the  employee  is  entitled  to  reimbursement  for  one- 
half  of  the  aggregate  joint  expense  when  accommodations 
are  shared  with  one  person,  to  one-third  of  such  expense 
when  accommodations  are  shared  with  two  other  persons, 
and  to  a similar  proportion  of  such  expense  when  accom- 
modations are  shared  by  a larger  number  of  persons.  All 
joint  expenses  must  be  paid  for  in  cash,  and  the  account 
must  clearly  show  the  number  of  persons  sharing  in  the 
joint  expenses. 

(5)  Employees  taking,  or  returning  from,  annual  or 
sick  leave  on  Monday  or  day  after  holiday,  who  claim  ex- 
penses for  the  preceding  Sunday  or  holiday,  will  be  re- 
quired to  show  afiirbaatively  the  performance  of  official 
duties  on  that  Sunday  or  holiday,  and  the  place  where  such 
duties  were  performed. 

34:.  Per  Diem  Rates. — Employees  traveling  on  official 
business  away  from  their  designated  posts  of  duty  may 
receive  a per  diem  allowance  in  lieu  of  subsistence. 

35.  Items  Included  in  Per  Diem  in  Lieu  of  Actual 
Subsistence  Expenses. — Per  diem  allowances  in  lieu  of 
subsistence  include: 

(a)  Meals. 

(6)  Lodging. 

(c)  Waiter  fees. 

(d)  Fees  to  dining-room  and  bath  stewards  on  steamers: 
Provided^  however y That  an  employee  authorized  to  re- 
ceive a per  diem  allowance  in  lieu  of  subsistence  and  who 
is  deprived  thereof  by  paragraph  37  (c)  while  on  a steamer 
where  the  transportation  charges  include  meals  may  be 


U.  S.  DEPARTMENT  OF  AGRICULTURE.  2?-2R 

reimbursed  for  such  fees  in  accordance  with  paragraph 
33  (g).  (Modified;  effective  March  15,  1923.) 

(e)  Bath. 

(/)  Laundry. 

(g)  Telegrams  reserving  hotel  accommodations. 

(h)  Transportation  in  cities  or  towns  or  equivalent 
expenses  elsewhere  between  place  of  lodging  or  where 
meals  are  taken  and  place  of  duty:  Provided,  That  where 
the  cost  of  transportation  between  a place  of  duty  at  which 
lodging  can  not  be  obtained  and  the  nearest  available  lodg- 
ing exceeds  the  ordinary  expense  of  street-car  and  similar 
transportation  in  cities  and  towns,  such  expense  is  not 
included  in  the  per  diem  allowance,  and  if  necessarily 
incurred  and  satisfactorily  explained  will  be  allowed  as 
transportation.  (Modified;  effective  December  27,  1923.) 

(i)  Other  subsistence  expenses. 

36.  Items  not  Included  in  Per  Diem  in  Lieu  of 
Actual  Subsistence  Expenses. — Per  diem  allowances  in 
heu  of  subsistence  do  not  include  the  following  items, 
which  are  separately  reimbursable: 

(а)  Railroad  and  steamer  fares. 

(б)  Fees  to  cabin  and  deck  stewards  on  steamers,  and, 
where  the  transportation  charges  include  meals  and  pay- 
ment of  per  diem  is  prohibited  by  paragraph  37  (c),  fees 
to  dining-room  and  bath  stewards.  (Modified;  effective 
March  15,  1923.) 

(c)  Sleeping  berth. 

(d)  Stateroom  on  steamer. 

(e)  Seat  in  parlor  or  chair  car. 

(/)  Street-car,  transfer-coach,  and  omnibus  fares  where 
not  incurred  between  place  of  lodging  or  where  meals  are 
taken  and  place  of  duty,  except  as  provided  in  paragraph 
35  ill),  if  the  charge  is  not  in  excess  of  locally  prevailing 
rates.  In  case  of  pubhc  necessity,  taxicab  hire  will  also 
be  allowed,  but  a satisfactoiy  explanation  of  necessity 
must  accompany  claim.  Taxicab  hire  will  not  be  allowed 
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in  the  following  cases,  which  are  not  considered  public 
necessities: 

1.  If  the  depot,  hotel,  or  other  place  the  employee  is 
required  to  visit  on  official  business  is  within  walking  dis- 
tance. 

2.  If  due  to  inclement  weather. 

3.  If  due  to  unfamiliarity  with  the  city. 

4.  If  due  to  the  fact  that  hand  baggage  is  being  carried. 

(Subparagraph  modified;  effective  December  27,  1923.) 

(g)  Transfers  of  baggage  when  the  charge  is  not  in  excess 

of  locally  prevailing  rates:  Provided,  That  an  employee 
may  properly  choose  his  residence  in  a suburb  of  his  official 
station,  and  personal  transfers  and  transfers  of  baggage  as 
herein  pro^dded  will  be  allowed  between  such  residence 
and  the  depot  at  his  official  station  at  the  beginning  and 
termination  of  official  travel. 

{h)  Livery  hire,  stage  fare,  and  other  means  of  convey- 
ance between  points  not  accessible  by  railroad. 

(i)  Fees  for  checking  baggage  at  depots  and  docks. 

(j)  Fees  to  Pullman,  depot,  hotel,  and  dock  porters. 

(Jc)  Other  expenses  of  transportation,  including  tele- 
grams reserving  Pullman  accommodations : Provided,  That 
payment  of  any  fee  he'rein  mentioned  in  any  State  in 
which  payment  of  such  fee  is  prohibited  by  law  will  not 
be  reimbursed.  (See  par.  33  (/).) 

37.  Rules  Governing  Per  Diem  Allowance. — Per 
diem  allowance  in  lieu  of  subsistence  will  be  subject  to 
the  following  rules : 

(a)  Each  day  of  24  hours  will  be  considered  as  beginning 
at  midnight.  Per  diem  allowance  for  any  day  in  which 
the  employee  is  in  a subsistence  status  less  than  24  hours 
must  be  fixed  separately  and  at  a rate  not  to  exceed  $1  if 
the  subsistence  status  period  is  6 hours  or  less,  $2  if  more 
than  6 hours  and  not  more  than  12  hours,  $3  if  more  than 
12  hours  and  not  more  than  18  hours,  and  $4  if  more  than 
18  hours.  These  special  rates  will  apply  to  short  trips  of 
less  than  a day  and  to  travel  status  periods  of  less  than  a 
day  occurring  at  the  beginning  and  ending  of  a continuous 
trip  of  more  than  one  day. 
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(6)  Employees  taking,  or  returning  from,  annual  or  sick 
leave  on  Monday  or  day  after  holiday,  who  claim  a per 
diem  allowance  for  the  preceding  Sunday  or  holiday,  will 
be  required  to  show  affirmatively  the  performance  of 
official  duties  on  that  Sunday  or  holiday,  and  the  place 
where  such  duties  were  performed. 

(c)  Per  diem  in  lieu  of  subsistence  will  not  be  allowed 
for  any  day,  or  fractional  part  thereof,  during  which  an 
employee  is  in  a camp  or  other  place  where  meals  are 
furnished  by  the  Government,  or  on  a ship  on  which  the 
transportation  charge  includes  meals. 

(d)  An  employee  assigned  to  temporary  duty  in  one 
locality  may  be  allowed  a per  diem  in  lieu  of  subsistence 
during  the  entire  period  of  such  assignment.  (See  also 
par.  33  (o).) 
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MISCELLANEOUS  RULES  GOVERNING  TRAVEL. 

38.  Registered  Mail. — An  employee  whose  permanent 
headquarters  are  Washington  may,  while  temporarily  ab- 
sent therefrom,  register  official  letters  or  packets  without 
the  payment  of  any  registry  fee;  but  such  registered  mail 
should* be  indorsed  over  his  signature  “Temporarily 
absent  from  Washington,  D.  C.’’ 

39.  Indorsement  of  and  Payment  for  Telegrams; 
Identification  Cards. — All  official  telegrams  should  be 
sent  either  “paid”  or  “collect,”  and  be  indorsed  “U.  S. 
Official  Business,  Government  rate,”  except  that  tele- 
grams pertaining  to  the  Weather  Bureau  may,  under  rules 
and  regulations  prescribed  by  that  bureau,  be  indorsed 
in  such  manner  as  to  insure  transmission  at  the  special 
rates  fixed  by  telegraph  companies  for  all  Weather  Bureau 
business. 

Telegrams  from  an  employee  in  travel  status  to  any 
point  other  than  Washington,  D.  C.,  or  his  field  head- 
quarters, if  a charge  account  with  the  telegraph  company 
is  maintained  at  such  field  headquarters,  and  all  tele- 
grams reserving  hotel  accommodations  must  be  sent 
“paid”  at  Government  rate  and  the  cost  thereof  claimed 
by  the  employee  in  his  personal  reimbursement  account, 
supported  by  a copy  of  the  message. 

Telegrams  from  field  headquarters  where  charge  ac- 
counts are  maintained  to  any  point  other  than  Washington, 
D.  C.,  should  be  indorsed  “Paid,  Government  rate. 

Charge  local  office.  Bureau  of  , Department  of 

Agriculture.” 

Telegrams  from  or  to  field  headquarters  where  charge 
accounts  are  not  maintained  (except  telegrams  to  Wash- 
ington, D.  C.)  should  be  sent  “paid”  at  Government  rate 
and  the  cost  thereof  claimed  by  the  employee  in  his 
personal  reimbursement  account. 

Telegrams  from  an  employee  in  travel  status  to  Wash- 
ington, D.  C.,  or  to  his  field  headquarters,  if  a charge 
account  is  maintained  at  such  field  headquarters,  should 
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be  sent  “collect^’  at  Government  rate  unless  payment  is 
demanded  by  the  telegi’aph  agent  as  a condition  precedent 
to  the  sending  of  the  message. 

Unofficial  telegrams  from  bureau  officials  to  employees 
or  other  persons  should  be  sent  collect’^  at  commercial 
rates,  due  consideration  being  given  to  the  importance  of 
the  message  so  that  addressee  may  secure  the  advantage 
of  deferred  ser\dce  rates. 

Identification  cards  for  official  use  may  be  obtained 
upon  application  through  the  chief  of  bureau  to  the  chief 
clerk  of  the  department. 

40.  Telegrams  of  a Personal  Nature. — Except  when 
sent  by  administrative  officers  for  official  purposes,  tele- 
grams regarding  leave  of  absence,  salary,  or  expense  ac- 
counts, unless  the  money  is  actually  needed  in  carrying 
out  traveling  instructions  or  official  work,  or  telegrams 
regarding  any  other  matters  of  a personal  nature,  are  not 
public  dispatches,  and  payment  therefor  is  not  authorized. 
Telegrams  from  employees  of  the  department  regarding 
the  serious  illness  or  death  of  employees  are  official. 

41.  Direct  Routes. — ^Travel  must  be  by  the  shortest 
practicable  usually  traveled  route  consistent  with  the 
object  of  the  work  to  be  done  or  the  information  to  be 
acquired,  and  deviation  therefrom  must  be  explained. 
(See  also  par.  51.) 

42.  Room  for  Use  on  Official  Business  while  Travel- 
ing.— ^Where  rent  of  a room  at  a hotel  or  other  place  is  nec- 
essary for  transacting  the  official  business  of  the  depart- 
ment, and  it  is  impracticable  to  use  for  that  purpose  a room 
engaged  by  a traveler  for  his  lodging,  a separate  charge 
therefor  will  be  allowed  upon  proper  explanation  of  the 
facts  in  the  account. 

48.  Custody  and  Use  of  Transportation  Requests; 
Extra  Fares. — Each  employee  to  whom  transportation 
requests  are  issued  will  be  held  responsible  for  the  loss 
thereof  and  chargeable  with  the  amount  which  may  be 
required  to  be  paid  by  the  United  States  because  of  any 
improper  use  of  the  same. 
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All  transportation  requests  remaining  unused  in  the 
possession  of  an  employee  at  the  expiration  of  the  limit- 
ing  date  must  be  returned  to  the  bureau  issuing  same. 

Transportation  requests  shall  be  presented  by  the 
traveler  to  the  proper  transportation  companies  in  ex- 
change for  tickets  or  scrip  books.  Separate  requests  will 
be  used  for  parlor,  chair,  or  sleeping-car  accommodations. 
Through  pullman  rates  should  be  obtained  in  all  cases 
where  such  rates  are  maintained,  and  transportation  re- 
quests for  Pullman  accommodations  should  be  issued 
entirely  to  destination  of  railroad  ticket  or  to  the  point 
to  wliich  such  accommodations  will  be  required.  Where  a 
change  of  Pullmans  en  route  is  necessary,  the  employee 
should  secure  the  usual  transfer  check  from  the  Pullman 
conductor,  for  exchange  at  the  Pullman  ticket  office  for 
accommodations  beyond  the  point  where  a change  of 
Pullmans  is  made.  Transportation  requests  should  be 
used  for  all  travel  upon  business  of  the  department  where 
the  fare  involved  is  $1  or  more.  Transportation  requests 
issued  in  exchange  for  stateroom  accommodations  on 
steamships  or  other  vessels  must  show  definitely  in  the 
description  block  the  cost  of  the  accommodation  secured 
and  if  in  excess  of  the  lowest  available  rate,  the  signature 
of  the  traveler  should  be  placed  immediately  beneath 
the  stated  value.  If  transportation  request  is  issued 
to  cover  both  fare  and  stateroom  accommodations,  the 
value  of  each  service  should  be  indicated. 

In  case  of  refusal  to  accept  a transportation  request  by 
the  agent  of  any  transportation  company,  the  fact  and 
any  attending  circumstances  should  be  reported  to  the 
chief  of  bureau.  Transportation  requests  drawn  on  one 
appropriation  must  not  be  used  for  travel  chargeable 
to  another  appropriation.  Transportation  requests  must 
not  be  used  to  cover  deviations  from  direct  routes  of  travel 
in  connection  with  leave  of  absence  or  other  personal 
business,  or  to  cover  extra  fares  on  limited  trains.  Such 
extra  fares  must  be  paid  in  cash. 
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4:4.  Purchase  of  Scrip  Books, — scrip  book  when 
required  for  official  use  must  be  procured  by  exchanging 
transportation  request  therefor. 

45.  Use  of  Scrip  Books. — ^Under  no  circumstances  will 
employees  use  scrip  books  procured  on  transportation 
requests  for  travel  on  personal  business.  Occasional  use 
of  personal  scrip  books  will  be  permitted  if  found  con- 
venient and  advantageous  to  the  Government,  but  reim- 
bursement may  be  claimed  for  actual  cost  only;  the  con- 
stant use  of  personal  scrip  books  on  official  business  will 
not  be  allowed. 

46.  Reporting  Purchase  of  Scrip  Books. — The  pur- 
. chase  of  scrip  books  must  be  immediately  reported  on 
blanks  provided  for  that  purpose,  when  required  by  a 
bureau.  Scrip  books  purchased  as  above  indicated  will 
be  charged  to  the  employee  making  the  purchase,  who  will 
be  held  strictly  accountable  for  their  proper  use  and  the 
correctness  of  the  number  of  coupons  detached. 

47.  Reporting  Use  of  Scrip. — The  use  of  all  scrip  must 
be  reported  in  duplicate  on  forms  provided  for  that  pur- 
pose, such  reports  to  accompany  monthly  reimbursement 
accounts,  and  separate  sheets  to  be  used  for  each  book. 

48.  Refunds  on  Unused  Portions  of  Tickets,  etc. — 
Employees  must  forward  to  the  chief  of  bureau  or  appro- 
priate fiscal  agent  all  unused  tickets  or  scrip  book  covers 
having  a redemption  value.  No  refund  collection  should 
be  attempted  by  an  employee. 

49.  Subvouchers,  when  Required  in  Connection 
with  Travel;  Erasures  and  Alterations. — Sub  vouchers 
(receipts)  should  be  written  in  ink  or  with  indelible  pencil 
when  practicable.  Subvouchers  containing  erasures  or 
alterations  in  amount  or  rate  will  not  be  accepted  unless 
such  changes  are  initialed  by  the  payee.  Subvouchers 
must  be  submitted  for: 

(a)  Livery  and  other  special  transportation.  Sub- 
vouchers are  required  for  amounts  in  excess  of  $2  and 
must  show  the  points  visited  and  describe  the  services  fur- 
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nished;  for  example,  ‘^one  horse  and  buggy/’  “two  horses 
and  wagon,”  giving  the  distance  traveled  or  time  em- 
ployed and  the  rate  charged  therefor. 

(6)  Lodging.  Sub  vouchers  for  lodging  are  required  in 
all  cases.  Sub  vouchers  for  meals  and  lodging  must  state 
the  beginning,  ending,  and  the  full  period  of  the  service, 
and  the  rate  per  day,  week,  or  month.  The  day  shall  be 
considered  as  beginning  with  breakfast  and  ending  with 
lodging,  and  is  divided  into  four  parts,  to  be  designated  as 
breakfast,  dinner,  supper,  and  lodging.  If  a higher  rate 
for  a fractional  part  of  a day  is  charged,  or  extra  charge  is 
entailed  for  baths,  horse  feed,  stabling,  and  the  like,  the 
additional  and  separate  charges  for  such  items  should  be 
shown  on  the  subvoucher.  Receipts  on  hotel  billheads 
will  be  accepted  as  subvouchers  when  stated  so  as  to  show 
the  entire  service,  the  period  covered,  and  the  rate. 

(c)  Rent  of  rooms  for  official  business  pursuant  to  para- 
graph 42. 

(d)  Meals.  Subvouchers  will  be  required  for  meals 
procured  in  the  same  city,  town,  or  place  for  an  extended 
period  (a  week  or  more),  unless  it  be  shown  that  they 
were  paid  for  at  the  time  obtained  and  not  in  a lump  sum 
at  the  end  of  the  period. 

(e)  Personal  services.  Subvouchers  for  personal  serv- 
ices are  required  when  the  amount  involved  is  in  ex- 
cess of  $2,  and  must  show  the  qharacter  of  the  service  ren- 
dered, the  exact  period  covered,  and  the  rate  per  hour, 
day,  or  week. 

(/)  Storage  charges  in  excess  of  $2. 

{g)  Supplies.  Sub  vouchers  will  be  required  when  the 
amount  involved  is  in  excess  of  $2,  and  must  show  the 
kind,  quantity,  unit,  and  unit  price  of  the  supplies  pur- 
chased. Charges  for  supplies  on  any  one  day  at  one  point 
in  excess  of  $2  unsupported  by  subvouchers  must  show 
purchases  from  different  dealers. 

ill)  Telegrams  and  cablegrams.  Copies  will  be  accepted 
in  lieu  of  receipts  and  must  be  furnished  in  all  cases. 
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(i)  Laundry.  (See  par.  33  (h).) 

(j)  Express  charges.  Such  charges  must  show  the  points 
between  which  the  shipment  moved,  the  separate  weight 
of  each  package  composing  the  shipment,  the  amount  of 
charges  paid,  and  give  a brief  description  of  the  contents. 
If  impracticable  to  submit  the  usual  receipt  of  the  com- 
pany, a receipt  on  Form  4-b  will  be  accepted. 

(Jc)  Freight  charges.  Such  charges  on  shipments  not 
covered  by  Government  bills  of  lading  must  be  supported 
by  the  original  receipt  of  the  company  and  show  original 
point  of  shipment,  number  and  contents  of  packages, 
weight,  rate,  and  the  amount  of  charges. 

TRAVEL  ACCOUNTS. 

50.  Rendition  of  Accounts  Involving  Per  Diem 
Allowance. — In  accounts  for  per  diem  allowance  the  day 
and  hour  of  beginning  and  ending  travel  must  be  clearly 
stated.  If  other  expenses  are  included  in  the  account, 
they  should  be  stated  in  chronological  order  as  the  first 
items  of  the  account,  followed  by  the  per  diem  statement. 
If  no  claim  other  than  that  for  a per  diem  allowance  is 
made,  the  statement  should  give  the  beginning  and  ending 
of  the  per  diem  period,  and  the  total  number  of  days,  at 
the  rate  named  in  the  authorization,  should  be  stated. 

51.  Leave  of  Absence  While  Traveling. — Leave  of  ab- 
sence taken  while  in  a travel  status  must  be  entirely  at  the 
expense  of  the  traveler.  When  official  travel  is  discon- 
tinued at  any  point  en  route  for  the  purpose  of  taking 
leave  all  allowances  for  per  diem  in  lieu  of  subsistence, 
transportation,  or  other  traveling  expenses  cease  until  offi- 
cial travel  is  resumed.  If  the  traveler  does  not  resume 
his  journey  at  the  point  at  which  he  took  leave,  then  he 
shall  not  be  deemed  again  in  an  official  travel  status  until, 
after  the  expiration  of  his  leave,  he  arrives  at  a point  no 
greater  distance  from  his  destination  than  was  the  point 
at  which  he  took  leave,  and  in  no  case  shall  the  total  ex- 
pense to  the  Government  for  transportation  be  greater 
in  amount  or  for  a greater  distance,  nor  the  per  diem  or 
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uUbsietence  allowance  be  for  a longer  time,  than  the  same, 
respectively,  would  have  been  had  the  traveler  con- 
tinued his  journey  uninterruptedly  to  destination.  An 
itemized  statement  of  the  actual  travel  performed  and  the 
expenses  incurred  while  not  on  leave  should  be  made, 
and  the  day,  hour,  and  point,  respectively,  of  beginning 
and  ending  of  leave  and  of  resumption  of  the  journey 
should  be  stated  in  the  traveler’s  account. 

52,  Classification  of  Traveling  Expenses. — ^The  fol- 
lowing classification  of  travel  expenses  will  be  of  assistance 
to  employees  in  preparing  their  reimbursement  accounts: 

SUBSISTENCE. 

Bath. 

Fees  to  dining-room  and  bath  stewards  on  steamers. 
(Item  added;  effective  March  15,  1923.) 

Laundry. 

Lodging. 

Meals. 

Personal  use  of  room  in  daytime. 

Telegrams  reserving  rooms. 

Waiter  fees. 

Transportation  in  cities  and  towns  or  equivalent  ex- 
penses elsewhere  between  place  of  lodging  or  where  meals 
are  taken  and  place  of  duty,  except  as  provided  in  para- 
gi’aphs  33  {h)  and  35  Qi).  (Modified;  effective  December 
27,  1923.) 

TRANSPORTATION . 

Baggage  transfers. 

Street-car  and  other  fares  on  official  business  when  not 
incurred  between  place  of  lodging  or  where  meals  are  taken 
and  place  of  duty,  except  as  provided  in  paragraphs  33  {h) 
and  35  (/i).  (Modified;  effective  December  27,  1923.) 

Checking  baggage  at  depots,  hotels,  docks,  etc. 

Excess  baggage. 

Parlor-car  seat  fare. 

Porter  dees  on  steamers,'  sleeping  or  parlor  cars,  and  at 
depots,  hotels,  and  wharves. 

Railroad,  steamer,  or  stage-coach  fare. 

Rent  of  room  for  official  business. 

Sleeping-car  fare. 
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Stateroom  or  berth  on  steamer. 

Steward  fees,  cabin  or  deck. 

Storage  charges. 

Telegrams  reserving  berth. 

53.  Preparation  of  Travel  Accounts. — Every  claim 
for  reimbursement  of  expenses  incurred  in  traveling  upon 
department  business  must  be  prepared  in  accordance  with 
the  following  requirements: 

(a)  Expenditures  should  be  stated  in  chronological 
order  and  with  reference  by  numbers  to  the  accompan\dng 
sub  vouchers. 

(b)  Reference  by  number  and  date  must  be  made  to  the 
letter  of  authorization  and  amendments,  if  any,  under 
which  the  expenses  were  incurred. 

(c)  Accounts  covering  expenses  payable  from  two  or 
more  appropriations  must  show  separately  the  items 
charged  to  each. 

(d)  Travel  accounts  must  pro\dde  a detailed  statement 
of  travel  performed,  shelving  starting  point,  date  and  hour 
of  departure  from  and  arrival  at  official  headquarters  or 
temporary  station,  if  any,  and,  when  travel  is  continuous 
from  one  month  to  another,  the  location  of  the  traveler  at 
the  close  of  the  preceding  month.  All  leave  should  be 
noted.  An  account  covering  a specific  trip  may  be  ren- 
dered at  its  conclusion. 

(e)  Charges  for  railroad,  steamer,  intemrban,  stateroom, 
seat,  or  berth  fares  must  show  the  points  between  which 
travel  was  performed,  and  the  initials  of  the  transportation 
lines. 

(/)  All  transportation  requests  used  during  the  period 
covered  by  the  account  must  be  listed  on  back  of  Form  4 
or  Form  101.  When  no  requests  are  used,  that  fact  should 
be  there  stated. 

(g)  In  all  cases  where  payments  of  livery  or  other  special 
transportation  is  made  on  Form  5 voucher,  a report,  show- 
ing name  of  person  furnishing  same,  the  dates  on  which 
such  expenses  were  incurred,  and  the  points  visited  must 
accompany  the  reimbursement  account. 

(h)  In  case  of  items  of  expenditure  appearing  in  a travel 
expense  account  which  have  no  apparent  relation  to  the 
usual  and  customary  expenses  of  travel,  the  relationship 
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of  such  items  to  the  travel  must  be  explained  in  a letter 
accompanying  the  account. 

(f)  Accounts  covering  travel  in  foreign  countries  must 
be  stated  in  the  currency  of  the  country  or  countries  in 
which  expenditures  are  made,  the  total  of  all  expendi- 
tures in  each  country  to  be  converted  into  the  currency 
of  the  United  States  at  the  exchange  rates  which  prevailed 
at  the  time  United  States  currency  was  converted  into  the 
currency  of  that  country.  When  United  States  currency 
is  converted  into  foreign  currency,  a certificate  should,  if 
practicable,  be  obtained  from  the  bank  or  other  institu- 
tion where  the  conversion  was  accomplished  showing  the 
rate  of  exchange,  then  current,  and  such  certificate  should 
accompany  the  reimbursement  account  or  the  impracti- 
cability of  obtaining  it  set  forth.  Per  diem  allowances  in 
lieu  of  subsistence  which  accrue  during  foreign  travel 
should  be  claimed  in  the  currency  of  the  United  States. 
(Subparagraph  added;  effective  November  26, 1923.) 

54.  Reimbursement  Accounts  Must  Be  Sworn  to. — 
Rewiburseifnent  accounts,  consisting  in  uhole  or  in  part  of 
items  of  expenses  actually  incurred,  must  be  sworn  to  when' 
practicable,  but  charges  for  fees  paid  for  administering 
oaths  will  not  be  reimbursed.  Accounts  consisting  entirely 
of  clabns  for  per  diem  allowance  in  lieu  of  subsistence  or 
resubmitted  items  need  not  he  sworn  to.  If  impossible  to 
swear  to  accounts  by  reason  of  remoteness  from  officials 
authorized  to  administer  oaths,  or  other  causes,  a certifi- 
cate on  honor,  clearly  setting  forth  the  circumstances  in 
the  case,  must  be  attached  to  the  account  in  lieu  of  the 
omitted  oath. 

55,  Resubmission  of  Suspended  Items.^Items  sus- 
pended for  explanation  should  be  included  as  the  last  en- 
tries in  the  first  voucher  submitted  after  the  receipt  of 
notice  of  suspension,  and  must  be  accompanied  by  the 
required  explanation  and  the  letter  asking  therefor,  but 
suspended  items  occurring  in  the  last  month  of  a fiscal 
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year  or  where  no  further  travel  accounts  are  anticipated 
should  be  restated  in  a separate  account,  which  need  not 
be  sworn  to. 

56.  State  Taxes. — Items  in  reimbursement  accounts 
covering  purchases  of  supplies  upon  which,  under  a State 
law,  the  consumer  pays  a tax  will  clearly  indicate  that 
the  price  charged  is  exclusive  of  all  State  taxes.  No  pay- 
ment of  such  taxes  will  be  made,  and  employees  making 
such  pa^unents  can  not  be  reimbursed  therefor. 

57.  Advance  of  Public  Funds. — Public  funds  will  be 
advanced  to  officers  and  employees  for  the  payment  of 
actual  and  necessary  traveling  expenses  or  per  diem  allow- 
ances in  lieu  of  subsistence. 

Advances  of  funds  will  be  made  only  upon  the  hling  of 
formal  application  therefor  with  the  disbiu’sing  clerk 
(Voucher  Form  100),  approved  by  a chief  of  bureau  or 
other  authorized  official,  who  shall  have  determined  the 
amount  to  be  advanced,  not  exceeding  $500.  Applica- 
tions for  advances  in  excess  of  $500  must  be  approved  by 
the  Secretary.  In  no  case  shall  an  advance  exceed  $1,000. 
A copy  of  the  letter  of  authorization  under  which  an  ad- 
vance is  sought  must  accompany  the  application.  Em- 
ployees desiring  an  advance  will  be  required  to  file  a 
surety  bond  in  favor  of  the  United  States  in  the  penal 
sum  of  $1,000,  the  surety  on  which  shall  be  one  of  the 
bonding  companies  approved  by  the  Treasury  Depart- 
ment. 

Officers  and  employees  whose  accounts  are  paid  by  a 
district  or  other  fiscal  agent  should  submit  their  applica- 
tions for  advances  of  funds  to  the  disbursing  clerk  through 
the  proper  fiscal  agent  and  the  Washington  office  of  the 
bureau  concerned  with  the  necessary  surety  bond. 

No  advance  of  funds  will  be  made  nor  should  funds  ad- 
vanced be  used  for  any  purpose  other  than  the  pa>inent 
of  official  traveling  expenses  or  per  diem  allowances  in  Hen 
of  subsistence.  Except  in  unusual  cases,  advances  should 
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not  be  requested  or  approved  in  connection  with  trips  the 
cost  of  which  will  be  less  than  $50.  . 

Additional  advances  may  be  obtained  by  employees  in 
a travel  status  in  amounts  to  be  determined  by  (a)  the 
chief  of  bureau,  if  the  total  balance  due  the  United  States 
is  not  thereby  increased  to  an  amount  exceeding  $500; 
and  (6)  the  Secretary,  if  such  additional  advances  create 
a balance  in  excess  of  $500  but  not  more  than  $1,000. 

Expense  accounts  (Voucher  Form  101)  accounting  for 
the  expenditure  of  funds  advanced  must  be  rendered 
promptly  at  the  close  of  each  month  or  at  the  termination 
of  a specific  trip . Unexpended  balances  of  funds  advanced 
will  be  surrendered  upon  the  demand  of  the  disbursing 
clerk. 

Necessary  instruction  for  accounting  for  moneys  ad- 
vanced will  accompany  each  advance,  and  accounting 
forms  will  be  supplied  by  the  disbursing  clerk. 
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SAMPLE  FORMS. 


Sample  Account  for  Travel  under  Per  Diem  Allowance. 


Date 

1921. 


Items. 

(Enter  but  one  item  on  aline,  and  show 
WHERE  expense  was  incurred.) 


Sub- 

voucher 


Amount. 


No. 


Dolls. 


Cts. 


jgj^Fill  in  form  on  back  of  this 
voucher,  showing  all  transportation 
requests  used. 


5 


Left  Washington,  D.  C.,  1.25  p.  m. 
Railroad  fare,  Washington  to  Chicago, 
transportation  request  6It6683. 

Lower  berth  Washington  to  Chicago, 
transportation  request  6j^684. 

Street  car  to  station,  Washington 

Station  porter,  Washington 

Pullman  porter,  Chicago 

Station  porter,  Chicago 

Street  car,  station  to  hotel,  Chicago 

Auto  to  points  not  othervme  accessible 

Street  car  fares,  Chicago — J^.  at  8 cents  each. 

Street  car,  hotel  to  station,  Chicago 

Station  porter,  Chicago — 2 pieces 

Railroad  fare,  Chicago  to  Washington, 
tran^ortation  request  646685. 

Lower  berth  Chicago  to  Washington, 
transportation  request  646686. 

Pullman  porter,  Washington 

Station  porter,  Washington 

Street  car  station  to  home,  Washington. . . 
Arrived  Washington  440  V- 
Per  diem  account. 


May  1 — 1 day  at  $2 2.00 

May  2 to  4 — S days  at  $4 12.00 

May  5 — 1 day  at  $3 3.00 


15 


08 

10 

25 

10 

08 

00 

32 

08 

20 


25 


Total  per  diem 

{Note.— Street  car  fares  herein  claimed 
were  not  incurred  for  transportation  be- 
tween place  of  lodging  or  where  meals 
were  taken  and  place  where  duty  was 
performed.) 

Total  amount  claimed 


17  00 


33  74 


91281®— 24- 
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Sample  Account  for  Travel  under  Actual  Expenses. 


Date. 

1921. 

Items. 

(Enter  but  one  item  on  aline,  and  show 
where  expense  was  incurred.) 

Sub- 

voucher 

No. 

Amount. 

Dolls. 

Cts. 

May  1 

2 

S 

4 

5 

JH^Fill  in  form  on  back  of  this 
voucher,  showing  all  transportation 
requests  used. 

Left  Washington,  D.  C.,  1.25  p.  m. 
Railroad  fare,  Washington  to  Chicago, 
transportation  request  703901. 

Lower  berth  Washington  to  Chicago, 
transportation  request  703902. 

Street  car  to  station,  Washington 

08 

10 

35 

15 

80 

25 

10 

08 

50 

00 

90 

30 

75 

50 

00 

20 

32 

75 

60 

00 

08 

20 

25 

25 

75 

30 

25 

20 

08 

Station  porter,  Washington . T 

Supper  en  route I 

1 

Waiter  fee 

Breakfast  en  route 

PuUnian  porter,  Chicago 

Station  porter,  Chicago 

Street  car  station  to  hotel,  Chicago 

Dinner,  Chicago 

Auto  to  points  not  otherwise  accessible 

Supper,  Chicago 

1 

15 

Waiter  fees 

Breakfast,  Chicago 

Dinner,  Chicago 

Suvper,  Chicago 

1 

Waiter  fees 

^Street  carfares,  Chicago — 4 ^t  8 cents  each. 

Breakfast  Chicago, 

Dinner,  Chicago 

Lodging,  Chicago — May  2-3 

2 

5 

Street  car  hotel  to  station,  Chicago 

Station  porter,  Chicago — 2 pieces 

Railroad  fare  Chicago  to  Washington, 
transportation  request  703903. 

Ijower  berth  Chicago  to  Washington, 
tran^ortation  request  70390^. 

Supper  en  route 

1 

Waiter  fees 

Breakfast  en  route 

Dinner  en  route 

1 

Pullman  porter,  Washington 

Station  porter,  Washington 

Street  car  station  to  home.  Washington . . . 

Arrived  Washington  4. Ifi  p.  m. 

Total  amount  claimed 1 

33 

09 

*Note. — Street  car  and  other  fares  are  chargeable  as  an  expense  of 
transportation  only  when  it  is  affirmatively  shown  that  they  were  not 
incurred  between  place  of  lodging  or  where  meals  were  taken  and  place 
of  duty.  (See  Pars.  33  (h)  and  52.) 
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Form  4b. 


Use  one  side  only. 


Approved  by  the  Comptroller  of  the 
Treasury  May  28, 1914. 


No.  1 


SXJBVOUCHER  FOR  SUPPLIES,  UVERY  AND  MISCELLANEOUS  SERVICES, 
AND  EXPENSES. 


TJ.  S.  Department  of  Agriculture, 


To  Central  Garage,  Dr. 

Address:  Chicago,  III. 

May  2,  1921. 


For  autx)  and  driver  to  near-by  points  in  country  not  otherwise 
accessible. 

6 hours,  at  $3  per  hour 

Total 


15 

$15 


00 

00 


To  be  completely  filled  in  before  signature  by  payee,  and  there  must 
not  be  any  erasure  or  other  alteration  whatever. 

Received  in  cash  this  2d  day  of  May,  1^21,  from 
John  Doe,  Fifteen  and  = dollars,  in  full  of  the  above 
account,  which  I certify  to  be  correct. 

Do  not  sign  in 
duplicate. 


(Signature)  Central  Garage, 
(Title)  R.  C.  Johns,  Driver. 

Witness  to  signature  by  mark. 


(Name.)  (Address.) 
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STATION  AND  FIELD  EXPENSES. 

58.  Ordinary  Station  Expenses  Defined. — Officials 
in  charge  of  stations  will  be  given  letters  of  authorization 
to  incur  such  station  expenses  as  may  be  necessary  to  the 
proper  and  efficient  transaction  of  the  business  with  which 
they  may  be  charged . The  phrase  ‘ ^ station  expenses  ’ ’ will 
be  construed  to  embrace  the  following  items : 

(a)  Express,  freight,  drayage,  and  similar  charges  on 
public  property. 

(h)  Necessary  postage  on  official  matter,  including  spe- 
cial delivery  and  registration  fees  on  public  property  and 
official  communications. 

(c)  Necessary  repairs  to  public  property  and  storage 
charges  on  same. 

(d)  Telegraph  and  telephone  messages  on  official  busi- 
ness. 

(e)  Stationery  (except  envelopes),  small  articles,  and 
such  other  items  as  may  be  necessary  and  incidental  to 
the  proper  conduct  of  the  office,  including  gas,  electric 
current,  oil,  fuel,  ice,  soap,  towels  and  washing  same,  towel 
service,  matches,  brooms,  water,  ink,  mucilage,  and  janitor 
service  subject  to  the  civil-service  rules. 

In  special  cases  letters  of  authorization  to  incur  station 
expenses  may  also  include  office  or  laboratory  rent;  rental 
of  tools,  implements  and  machinery;  rental  of  telephone; 
post  office  box  rent;  the  purchase  of  furniture;  street  car 
fares  when  traveling  on  official  business  at  official  station; 
and  such  unusual  expenses  as  may  be  necessary  to  the 
proper  conduct  of  the  work. 

59.  Animals  and  Motor  Yehicles  Furnished  by 
Forest  Officers;  Subsistence,  Housing,  and  Hire. — 
Officers  or  employees  of  the  Forest  Service  of  any  grade 
or  salary  may,  in  the  discretion  of  such  officers  as  the 
Forester  may  designate,  be  required  to  furnish  saddle  and 
other  animals,  or  motor  vehicles,  and  equipment,  necessary 
for  the  performance  of  their  official  business.  All  animals, 
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vehicles,  and  equipment  so  furnished  will  be  furnished 
under  a contract  of  hire  which  will  be  in  writing. 

If  an  emergency  should  develop  requiring  the  use  of 
additional  animals,  motor  vehicles,  or  equipment  not 
covered  by  written  contract,  officers  or  employees  of  the 
Forest  Service  of  any  grade  or  salary  are  required  to  furnish 
such  additional  animals,  motor  vehicles,  or  equipment  as 
may  be  necessary  for  emergency  fire  fighting,  trail  build- 
ing, or  other  official  business.  If  such  animals,  motor 
vehicles,  or  equipment  be  lost,  damaged,  or  destroyed 
while  in  use  on  official  business,  the  owner,  upon  proper 
proof,  may  be  reimbursed  therefor  in  the  discretion  of  the 
Secretary  of  Agriculture,  under  the  provisions  of  the  act 
of  March  4,  1913. 

Forage  for  animals  will  be  furnished  and  mileage  for 
motor  vehicles  will  be  paid  while  being  used  on  official 
business.  Housing  of  animals  and  vehicles  will  also  be 
furnished  in  whole  or  in  part  by  the  Forest  Service  as  may 
be  deemed  equitable  by  the  Forester. 

60.  Reimbursement  for  Lost  or  Damaged  Proper- 
ty.— Every  claim  for  reimbursement  under  the  act  of  March 
4,  1913,  for  loss,  damage,  or  destruction  of  horses,  vehicles, 
or  other  equipment  while  being  used  for  necessary  fire 
fighting,  trail,  or  official  work  must  be  vouchered  sep- 
arately and  transmitted  directly  to  the  Secretary  of  Agri- 
culture for  consideration  and  approval.  Each  claim 
submitted  imder  this  paragraph  must  be  accompanied  by 
a detailed  statement  setting  forth  the  following  information: 
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Statement  to  Accompany  Claim  of for  Reimeursement 

OF  Damage  to  Property  Under  the  Act  of  March  4,  1913. 

1.  Owner Address 

а.  Was  the  owner  an  employee  of  the  United  States  at  the  time  the 

equipment,  stock,  or  vehicle  was  damaged? 

б,  Salary 

c.  Title 

d.  Was  he  on  leave  with  pay? W'ithout  j)ay? 

e.  Did  terms  of  his  appointment  require  the  equipment  or  stock  to 

he  furnished,  in  addition  to  his  services? 

2.  Equipment,  stock,  or  vehicles  hired. 

а.  Kind 

б.  Date  received 

c.  Was  the  equipment,  stock,  or  vehicle  in  apparent  good  condition 

when  received? 

3.  Contract  of  hire. 

a.  State  terms  of  contract  under  which  equipment,  stock,  or 
vehicle  was  hired 


6.  Consideration 

4.  Date  and  extent  of  damage. 

a.  Date  placed  in  service 

h.  Date  damaged 

c.  Nature  of  damage 

d.  Amount 

e.  Cost  new 

/.  Cost  to  present  owner 

g.  Date  of  purchase  by  present  owner . 

h.  Other  factors 


i.  Attach  statements  of  dismterested  parties  as  to  value  of  equip- 
ment and  extent  of  damage. 

5.  Responsibility  of  the  department. 

a.  By  whom  was  equipment  or  stock  being  used  at  time  of  dam- 
age?  

&.  Extent  to  which  the  equipment  or  stock  was  damaged 

c.  Manner  in  which  loss  or  damage  occurred 


d.  Was  the  equipment  or  stock  improperly  used;  that  is,  was  there 
neglect,  carelessness,  or  poor  judgment  on  the  part  of  the 
user? 

6.  Is  insurance  of  anjr  kind  carried  on  the  equipment,  stock,  or  vehicle?. . 

7.  If  above  question  is  answered  in  the  a^mative,  state  in  full  the  l^d 

of  insurance  and  the  amount;  also  give  name  and  address  of  the  com- 
pany, amount  of  damages  applied  for  or  collected,  as  result  of  the 
above-described  accident 


8.  Attached  hereto  is  a statement  of  the  owner  of  the  property  which  I 
have  read  carefully,  and  desire  to  comment  upon  as  follows: 


Date. 


Supervising  Officer. 
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Reimbursement  for  loss,  damage,  or  destruction  can 
not  be  made  for  property  owned  by  Government  officers 
or  employees  unless  there  is  a bona  fide  contract  of  hire 
between  the  owner  and  another  officer  or  employee  of 
the  department,  nor  can  reimbursement  be  made  unless 
it  appears  that  the  property  was  actually  in  use  at  the 
time  of  loss,  damage,  or  destruction,  or  as  an  incident  to 
such  use,  and  that  the  same  occurred  as  a result  of  imusual 
stress  or  accident  which  may  reasonably  be  expected  to 
cause  damage  to  any  property  of  a class  similar  to  that 
upon  which  the  claim  is  based. 

61.  Subvoucliers,  When  Required;  Erasures  and 
Alterations, — Subvouchers  (receipts)  should  be  written 
in  ink  or  with  indelible  pencil  when  practicable.  Sub- 
vouchers containing  erasures  or  alterations  in  amount  or 
rate  will  not  be  accepted  unless  such  changes  are  initialed 
by  the  payee.  Sub  vouchers  must  be  submitted  for: 

(а)  Gas  and  electricity. 

(б)  Post  office  box  rent.  The  usual  receipt  will  be  ac- 
cepted, but  reimbursement  can  not  be  allowed  until  the 
expii’ation  of  the  period  covered  thereby. 

(c)  Rent. 

(See  also  par.  49.  ) 

62.  Subvouchers  for  Samples;  Not  Required. — Sub- 
vouchers for  purchases  of  samples  collected  under  the 
several  regulatory  laws  are  not  required. 

SUPPLIES  AND  SERVICES  OTHER  THAN 
PERSONAL. 

Note. — The  attention  of  all  employees  authorized  to  purchase  sup- 
phes  is  invited  to  the  Executive  orders,  statutes,  and  circulars  of  the 
Budget  Bureau  concerning  the  procuring  of  supplies  and  materials  from 
other  Government  agencies. 

63.  Authority. — Until  written  authority  therefor  shall 
have  been  granted  by  the  Secretary  or  a chief  of  bureau 
pursuant  to  his  letter  of  authorization  from  the  Secretary, 
no  purchase  of  supplies  shall  be  made,  except  in  cases  of 
actual  emergency  for  the  protection  of  the  public  interests 
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or  preservation  of  public  property,  the  necessities  for  which 
shall  be  shown  by  a certificate  of  the  official  making  the 
purchase. 

G4,  Purchase  Orders  Requiring  the  Approval  of 
Director  of  Purchases  and  Sales. — ^The  Forest  Service 
and  Bureau  of  Public  Roads  may  issue  orders  in  amounts 
not  exceeding  $1,000,  which  amount  is  increased  to 
$2,500  in  the  case  of  orders  and  contracts  for  road  construc- 
tion, station  work,  and  supplies  required  solely  for  fire 
suppression  and  the  maintenance  of  roads  and  trails 
wholly  or  partially  within  national  forests. 

No  other  bureau  shall  order  job  work  or  supplies  in  ex- 
cess of  S500  without  approval  of  the  director  of  purchases 
and  sales. 

Acceptance  of  all  bids  other  than  those  exempted  by 
paragraph  73  shall  be  by  director  of  purchases  and  sales; 
notice  of  such  acceptance  shall  also  be  by  him. 

In  absence  of  such  prior  action  the  approval  of  the  direc- 
tor of  purchases  and  sales  must  appear  upon  vouchers 
covering  expenditures  in  excess  of  the  above  limitations. 
Each  such  voucher  submitted  shall  be  accompanied  by  a 
statement  setting  forth  the  reason  why  prior  approval  by 
the  director  of  purchases  and  sales  was  not  obtained. 

Passenger-carrying  motor-driven  vehicles  and  motion- 
picture  cameras  and  projection  machines  must  not  be 
purchased  without  the  specific  authority  of  the  director 
of  purchases  and  sales.  (Amended;  effective  November 
26,  1923.) 

65.  Purchases  from  General  Supply  Committee 
Contracts. — ^The  General  Supply  Committee  contracts 
cover  supplies  for  delivery  in  the  city  of  Washington 
only  except  where  specific  provision  is  made  for  a field 
service.  However,  with  the  consent  of  the  contractors 
any  supplies  may  be  purchased  under  the  contracts  of 
the  General  Supply  Committee  for  delivery  outside  of 
the  city  of  Washington.  Subject  to  the  provisions  of 
paragraphs  67  and  68  supplies  and  materials  for  use  in 
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scientific,  laboratory,  or  research  work  may  be  purchased 
independently  of  the  General  Supply  Committee  contracts, 
but  the  statement  ^‘for  use  in  scientific,  laboratory,  or 
research  work’’  must  appear  on  each  voucher  covering 
such  purchases  when  similar  articles  have  been  contracted 
for  by  the  General  Supply  Committee.  (Amended;  effec- 
tive November  26,  1923.) 

66.  Purchases  Less  than  $50. — When  the  aggregate 
amount  involved  does  not  exceed  $50,  purchases  may  be 
made  without  obtaining  bids  (a)  if  the  supplies,  whether 
or  not  contracted  for  by  the  General  Supply  Committee, 
are  for  use  in  scientific,  laboratory,  or  research  work;  (b) 
if  the  supplies  are  for  use  of  a field  service  outside  the 
District  of  Columbia  and  no  specific  provision  is  made  for 
such  field  service  in  the  contracts  of  the  General  Supply 
Committee;  (c)  if  the  supplies  are  not  contracted  for  by 
the  General  Supply  Committee  or  included  in  the  envelope 
contracts  of  the  Postmaster  General;  and  (d)  if  the  supplies 
are  contracted  for  by  the  General  Supply  Committee,  but 
delay  incident  to  obtaining  them  from  the  contractor 
would  be  detrimental  to  the  best  interests  of  the  work. 
Purchase  or  other  orders  shall  not  be  split  for  the  purpose 
of  defeating  the  requirements  of  competition.  (See  pars. 
67  and  68  for  instructions  regarding  purchases  in  excess 
of  $50  and  instructions  regarding  exigency  statements.) 
(Amended;  effective  November  26,  1923.) 

67.  Purchases  in  Excess  of  $50. — Except  as  pro^dded 
by  paragraph  68  no  purchase  of  or  contract  for  supplies 
or  services  other  than  personal  services,  when  the  aggregate 
amount  involved  exceeds  $50,  shall  be  made  until  after 
advertisement  a sufiicient  time  previously  for  proposals 
respecting  the  same.  Such  advertisements  shall  be  by 
one  of  the  following  methods:  (a)  In  newspapers,  upon 
specific  authority  (see  par.  2),  when  the  amount  involved 
is  $2,500  or  more;  or  (5)  by  formal  proposals  sent  to  three 
or  more  dealers,  when  the  aggregate  amount  involved 
exceeds  $50  and  is  less  than  $2,500.  Either  of  these 
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methods  may  be  supplemented  by  posting  notices  in 
public  places  inviting  competitive  bidding,  when  it  seems 
probable  that  better  competition  will  be  obtained  thereby. 
All  bids  for  supplies  or  ser\dces  for  use  of  the  department 
in  Washington  must  be  obtained  through  the  director  of 
purchases  and  sales.  Bids  for  supplies  or  services  for  the 
field  shall,  whenever  practicable,  also  be  obtained  through 
the  director  of  purchases  and  sales.  (Amended;  effective 
November  26,  1923.) 

68.  Purchases  in  Excess  of  $50  Without  Competi- 
tion,— Purchases  may  be  made  without  competition  when 
the  amount  exceeds  $50: 

(а)  When  articles  contracted  for  are  required  for  imme- 
diate use,  and  to  delay  purchase  for  the  purpose  of  obtain- 
ing them  from  the  contractors  would  be  detrimental  to  the 
best  interest  of  the  work; 

(б)  When  articles  required  for  immediate  use  are  not 
pro^dded  for  in  existing  contracts  and  there  is  not  tune  to 
obtain  them  through  advertisement  by  any  of  the  methods 
indicated  in  paragraph  67 : 
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(c)  When,  under  a formal  contract  for  construction, 
there  arises  a necessity  for  additional  work  practicable  of 
performance  only  by  the  contractor; 

(d)  When  the  article  required  is  patented  or  copy- 
righted and  not  on  sale  by  dealers,  but  by  the  owners  of 
the  patent  or  copyright  or  their  agents  or  assigns  alone,  at 
a fixed  and  uniform  price,  and  is  the  only  article  which 
will  answer  the  purpose; 

(e)  When  there  is  only  one  dealer  within  a practicable 
distance  from  whom  the  articles  can  be  obtained; 

(/)  When  prices  or  rates  are  fixed  by  Federal,  State,  or 
municipal  legislation,  or  by  competent  regulation;  or 

(g)  When  previous  advertising  for  the  identical  pur- 
chase has  been  followed  by  the  receipt  either  of  no  pro- 
posals or  only  of  such  as  were  unreasonable,  and  under 
circumstances  indicating  that  further  advertising  will  not 
alter  results. 

Every  exigency  statement  must  recite  one  or  more  of 
the  conditions  enumerated  above,  and,  in  addition,  that 
the  price  specified  is  the  lowest  obtainable,  is  just  and 
reasonable,  and  was  ascertained  by  personal  investigation 
or  correspondence,  as  the  case  may  be. 

69.  Purchase  of  Books  and  Periodicals. — Books  and 
periodicals  for  use  in  the  city  of  Washington  are  authorized 
to  be  purchased  only  from  appropriations  specifically  pro- 
viding therefor. 

70.  Purchase  of  Articles  of  a Personal  Nature. — 
Bureaus  of  the  department  may  purchase  out  of  available 
appropriations  and  carry  in  stock  for  use  of  employees  en- 
gaged in  extraordinary  lines  of  work,  requiring  special 
equipment,  articles  of  a personal  nature  which  are  not 
ordinarily  worn  by  employees  when  off  duty,  such  as 
overalls,  cook  caps,  rubber  and  other  gloves,  rubber  boots, 
eye  shades,  goggles,  reading  glasses,  white  suits,  linen 
dusters,  but  articles  so  purchased  will  become  the  prop- 
erty of  the  United  States  and  must  be  accounted  for  in  the 
same  manner  as  all  other  public  property.  Employees 
on  lump-fund  rolls  will  not  be  reimbursed  on  account  of 
the  purchase  of  articles  of  this  character  except  where 
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remoteness  of  situation,  or  other  like  cause,  makes  it 
impossible  to  procure  them  otherwise,  and  then  only  when 
the  contract  of  emplo>Tnent  authorized  the  purchase  of 
such  articles.  Employees  on  the  statutory  roll  can  not 
under  any  circumstances  be  reimbursed  for  purchases  of 
articles  of  personal  equipment. 

71.  Purchases  at  Close  of  Fiscal  Tear. — ^Purchases 
of  supplies  at  or  near  the  close  of  the  fiscal  year  for  the  sole 
purpose  of  expending  surplus  funds  shall  not  be  made. 

72.  Supplies  Purchased  from  Contingent  Fund  of 
Department  Available  for  Bureau  Use. — ^Whenever 
practicable  the  various  bureaus,  divisions,  and  offices  of 
the  department  should  secure  from  the  property  clerk, 
Office  of  the  Secretary,  on  stores  requisition,  all  stationery, 
office  supplies,  and  miscellaneous  materials  which  are  pur- 
chased from  the  contingent  fund  of  the  department  and 
carried  in  stock  by  the  said  property  room.  Reimburse- 
ment for  supplies  furnished  will  be  made  to  the  appropria- 
tion for  contingent  expenses  of  the  department  by  said 
bureaus,  divisions,  and  offices  from  their  lump-fund  appro- 
priations by  ti*ansfer  vouchers  submitted  to  the  disbursing 
clerk  of  the  department.  Articles  of  mechanical  equip- 
ment, paints,  tires,  and  other  articles  stocked  by  the 
mechanical  shops  of  the  department  should  also  be 
obtained  as  above  outlined . ( Amended ; effective  N ovem- 
ber  26,  1923.) 

73.  Acceptance  of  Bids;  Contract  and  Bond. — No 
bid  shall  be  accepted  unless  the  price  is  reasonable.  All 
bids  and  proposals  shall  be  subject  to  these  regulations. 
The  contract  of  purchase  will  be  complete  and  binding 
upon  acceptance  by  the  department  of  the  bid  or  proposal 
and  giving  notice  to  the  bidder.  The  Forester,  or  a district 
forester  when  previously  authorized  in  writing  by  the 
Forester,  and  the  Chief  of  the  Bureau  of  Public  Roads,  or 
a district  engineer  of  that  bureau  when  previously  author- 
ized in  writing  by  the  chief  of  bureau,  may  accept  bids  or 
proposals  when  the  amount  involved  is  $1 ,000  or  less . The 
Forester  or  the  Chief  of  the  Bureau  of  Public  Roads,  and 
a district  forester  of  the  Forest  Service  or  a district  engineer 
of  the  Bureau  of  Public  Roads,  when  authorized  as  afore- 
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said,  may,  when  the  amount  involved  is  $2,500  or  less, 
accept  bids  or  proposals  for  road  construction  station  work, 
or  for  supplies,  materials,  and  equipment  required  exclu- 
sively for  fire  suppression,  and  the  construction  or  mainte- 
nance of  roads  or  trails,  gi^/ing  notice  to  the  successful 
bidder  of  all  acceptances.  A formal  contract  and  bond 
must  be  required  for  all  construction  work  for  which  bids 
are  accepted.  In  other  cases  the  officer  accepting  the  bid 
may,  in  his  discretion,  require  such  contract  and  bond, 
utilizing  the  services  of  the  most  available  law  officer  of 
the  department  in  connection  therewith.  An  official  in 
charge  of  an  experiment  station  in  Alaska,  Hawaii,  Porto 
Rico,  the  Virgin  Islands,  or  the  island  of  Guam,  when 
previously  authorized  in  writing  by  the  Secretary,  may 
accept  bids  or  proposals  up  to  amounts  fixed  in  such 
authorization,  and  shall  give  notice  to  the  successful 
bidder  of  the  acceptance  thereof. 

In  all  cases  other  than  those  covered  by  the  preceding 
paragraph  acceptances  and  notices  thereof  will  be  by  the 
director  of  purchases  and  sales. 

In  all  cases  in  which  the  amount  involved  in  the  pur- 
chase is  $1,000  or  more,  except  in  the  case  of  purchase  of 
supplies,  materials,  and  equipment  required  exclusively 
for  the  maintenance  of  roads  and  trails,  or  fire  suppression, 
where  the  amount  of  purchase  does  not  exceed  $2,500, 
the  successful  bidder  will  be  required  to  execute  a written 
contract  supported  by  an  appropriate  bond.  This  require- 
ment may  be  waived,  however,  by  the  director  of  pur- 
chases and  sales  when  the  articles  to  be  purchased  are  of 
regular  standard  make  or  manufacture  and  in  connection 
with  the  purchase  of  seeds  for  congressional  distribution 
when  immediate  delivery  is  required. 

When  less  than  $50  is  involved  and  answers  to  inquiries 
made  in  compliance  with  the  Fiscal  Regulations  result  in 
quotations  of  reasonable  prices,  the  lowest  price  quoted 
may  be  used  informally  by  the  chief  of  the  bureau  con- 
cerned as  the  basis  of  purchases  in  the  open  market. 

Unless  otherwise  stated  in  the  specifications,  or  adver- 
tisement for  bids  or  proposals,  or  in  the  contract  of  pur- 
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chase,  the  department  shall  be  bound  only  for  the  particu- 
lar supplies  in  the  quantities  specified  therein,  and  shall 
not  be  bound  for  supplies  which  may  be  purchased  at  any 
other  time  during  that  fiscal  year.  (Amended;  effective 
November  26,  1923.) 

74.  Time  Element  in  Contracts;  Liquidated  Dam- 
ages.— Whenever  the  necessity  arises  for  inviting  bids  for 
the  erection  of  buildings,  the  installation  of  drainage 
systems,  the  furnishing  of  special  supplies  and  apparatus, 
etc.,  in  connection  with  which  time  is  an  essential  ele- 
ment, and  failure  to  perform  the  service  within  the  given 
period  will  result  in  substantial  damage  to  the  United 
States,  prospective  bidders  should  be  notified  that  the 
department  reserves  the  right  to  incorporate  in  the  formal 
agreement  to  be  executed  by  the  successful  bidder,  a 
clause  fixing  a reasonable  amount  as  liquidated  damages 
for  each  day’s  delay,  in  the  event  of  failure  by  contractor 
to  fulfill  the  agreement  within  the  time  specified;  and  in 
all  proposals  upon  which  agreements  containing  a damage 
clause  will  subsequently  be  based,  the  time  within  which 
the  work  is  to  be  finished  should  be  stated. 

All  executed  copies  of  formal  agreements  intended  to  be 
retained  by  contractors  should  be  sent  them  by  registered 
mail  and  return  receipt  demanded,  and  when  such  agree- 
ments contain  a damage  clause  there  should  be  sent  by 
registered  mail  to  the  contractor  a letter  signed  by  the  chief 
of  the  bureau  concerned  inf  orming  him  of  the  date  of  begin- 
ning work  under  the  contract.  The  contractor  should  be 
requested  to  acknowledge  receipt  of  the  letter. 

In  the  case  of  agreement  containing  a damage  clause,  the 
bureau  for  whose  benefit  the  agreement  is  drawn  will  retain 
the  letter  of  acknowledgment  and  the  registry  return 
receipt  until  performance  of  the  agreement  is  completed 
and  the  final  account  thereunder  is  prepared,  when  the 
registry  return  receipt,  or  both  the  registry  return  receipt 
and  letter  of  acknowledgment,  as  the  case  may  be,  should 
be  attached  to  the  final  settlement  voucher. 

In  preparing  the  agreement,  the  solicitor  of  the  depart- 
ment may  omit  or  modify  the  damage  clause  if,  in  his 
judgment,  it  is  not  essential  to  the  proper  performance  of 
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the  contract,  or  if  the  damages  are  excessive,  even  though 
the  bidder  may  have  previously  been  notified  that  such 
clause  will  be  required. 

Requests  for  the  preparation  of  agreements,  leases,  or 
contracts  will  be  sent  to  the  solicitor  of  the  department. 
Agreements  and  contracts  will  be  regularly  drawn  up  in 
triplicate,  leases  in  quadruplicate;  but  where  the  bureau 
so  requests  an  additional  copy  will  be  prepared.  All 
copies  will  be  forwarded  to  the  bureau,  whence  three  will 
be  sent  to  the  contractor  or  lessor  for  execution  and  return 
to  the  bureau,  which  will  forward  them  to  the  solicitor  for 
execution  by  the  Secretary.  \\Tien  so  executed  the 
solicitor  will  return  them  to  the  bureau,  which  will  imme- 
diately send  one  copy  to  the  contractor  or  lessor  and  one 
copy  to  the  disbursing  clerk  of  the  department  for  trans- 
mittal to  the  General  Accounting  Office  quarterly,  and 
will  retain  and  file  the  third  copy  in  the  bureau  account- 
ing office.  In  the  case  of  leases,  the  unexecuted  quad- 
ruplicate copy,  with  all  signatures  and  dates  copied  in  by 
the  bureau,  will  be  transmitted  to  the  chief  clerk  of  the 
department.  (Subparagraph  modified;  effective  Febru- 
ary 4,  1924.) 

75.  Personal  Interests  in  Contracts. — No  officer  or 
employee  of  the  Government  who  is  in  a position  either  to 
influence  the  award  of  a contract  with  the  department,  or 
to  cause  purchases  of  supplies  to  be  made  for  the  depart- 
ment, shall  be  interested  in  any  firm,  company,  or  corpo- 
ration doing  business  with  the  department. 

76.  Deliveries  under  Proposals. — Proposals  re- 
quested by  the  department  for  definite  quantities  of 
suppKes  do  not  bind  bidders  to  make  further  deliveries; 
when  profusion  for  further  deliveries  at  the  contract  price 
seems  necessary  or  desirable,  the  proposal  must  definitely 
provide  therefor.  All  contracts  based  on  proposals  for  a 
current  fiscal  year  expire  automatically  at  the  close  of  the 
fiscal  year.  Deliveries  outside  of  Washington  may  not 
be  required  under  a contract  or  proposal  based  upon 
delivery  in  Washington. 

77.  Drayage  in  Washington.— When  drayage  charges 
are  involved  in  connection  with  shipments  to  W^ashington, 
D.^  C.,  dray  tickets  should  be  issued  in  each  case  fully 
identming  the  shipment.  These  dray  tickets  must 
accompany  the  account  of  the  drayage  company  when 
presented  for  payment. 
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COMMUNICATION  AND  TRANSPORTATION 
SERVICES. 

MAIL. 

78.  Official  Mail,  Limitation  on. — All  matter  mail- 
able under  penalty  envelopes  or  labels  is  designated  by  the 
Post  Office  Department  as  ‘‘official  mail/^  Official  mail 
which  partakes  of  the  characteristics  of  fourth-class  or 
parcel-post  matter  is  mailable  in  packages  of  the  weights 
and  size  prescribed  by  the  Postal  Laws  and  Regulations 
for  such  matter,  but  the  legend  “Parcel  Post’’  should  not 
be  placed  thereon. 

79.  Payment  of  Domestic  Postage. — Payments  of 
domestic  postage  will  be  allowed  (a)  for  registration  by  the 
field  force  of  official  matter  of  the  department,  except  as 
pro^dded  in  paragraph  38;  (5)  for  special-delivery  stamps 
when  immediate  delivery  of  official  correspondence  is 
necessary;  (c)  for  stamps  on  envelopes  from  which  it  is 
necessary  to  omit  the  designation  of  “official  mail”  in 
order  to  avoid  defeating  the  purpose  of  the  communication 
inclosed  therein;  and  (d)  for  parcel-post  matter  (except 
single  books  mailed  from  Washington)  weighing  in  excess 
of  4 pounds,  including  parcel-post  insurance  on  the  more 
valuable  articles.  (Amended;  effective  March  14,  1924.) 

80.  Payment  of  Foreign  Postage. — Postage  is  re- 
quired and  will  be  allowed  at  usual  postal  rates  on  official 
mail  to  foreign  countries.  Official  correspondence  which 
is  admissible  to  the  domestic  mails  under  penalty  envelope 
or  label  may  also  be  dispatched  in  the  same  manner  to  the 
Territorial  and  island  possessions  of  the  United  States, 
Canada,  Cuba,  Mexico,  the  Republic  of  Panama,  and 
the  LTnited  States  Naval  Hospital,  Yokohama,  Japan. 
(Amended;  effective  October  31,  1923.) 

TELEGRAPH. 

81.  Preparation  of  Telegrams. — Telegrams  may  be 
sent  only  when  mail  communication  will  not  meet  the 
necessities  of  the  occasion.  The  commercial  practice 
will  be  followed  in  addressing  telegrams,  except  where 
specific  bureau  instructions  have  been  issued  to  the 
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contrary.  All  unnecessary  words  should  be  omitted  from 
the  body  of  the  message.  Numbers  should  be  expressed 
in  words,  not  in  figures;  ordinal  numbers  should  not  be 
abbreviated.  Employees  should  avail  themselves  of 
night  rates  whenever  practical  and  day  or  night  letters 
whenever  more  economical,  due  consideration  being  given 
the  importance  of  the  message,  the  time  required  for  trans- 
mission and  delivery  (a  minimum  of  from  one  to  one  and 
one-half  hours  should  be  allowed  for  transmission  and 
delivery),  and  the  relative  time  prevailing  at  points  of 
origin  and  destination.  The  address  of  every  telegram 
should  be  in  sufiicient  detail  to  insure  its  prompt  delivery 
and  the  signature  in  such  form  as  readily  to  identify  the 
sender.  Titles,  however,  should  ordinarily  be  omitted. 
(Amended;  effective  February  14,  1924.) 

82.  Procedure  Affecting  Telegraph  Accounts. — 
Bills  for  telegraphic  service  should  show  the  period  of 
service,  with  the  number  of  messages  and  cost  thereof. 
Either  the  original  messages  or  copies  thereof  must  be 
filed  in  support  of  the  vouchers,  the  correctness  of  which 
must  be  indicated  by  the  certificate  of  the  officer  of  the 
department  cognizant  of  the  facts  in  the  case. 

Officers  in  charge  of  field  headquarters,  offices,  and 
stations  of  the  department  using  the  telegraph  on  official 
business,  will  open  charge  accounts  in  their  official 
capacity  with  the  local  telegraph  offices,  except  at  stations 
where  the  amount  of  telegraphic  communication  is  too 
small  to  justify  submission  of  monthly  accounts.  Officials 
in  charge  of  field  headquarters  where  charge  accounts 
are  maintained  should  not  pay  bills  for  telegraph  ser^dce, 
but  should  forward  them  for  payment  to  the  appropriate 
fiscal  agent  or  the  Washington  office  of  the  bureau  con- 
cerned. 

83.  Telegraph  Rates. — All  telegraph  messages  shall 
be  subject  in  all  respects  to  the  prevailing  commercial 
count  of  chargeable  words,  and  the  address  and  signature 
of  domestic  messages  shall  be  transmitted  free  in  accord- 
ance with  the  commercial  practice. 


60-r 


FISCAL  REGULATIONS 


For  day  messages,  40  per  cent  of  the  through  full  day- 
message  rate  between  the  same  points  in  the  United  States 
shall  be  charged,  except  that  the  minimum  charge  for  any 
day  message  shall  be  25  cents. 

For  day  letters,  night  messages,  and  night  letters,  40 
per  cent  of  the  prevailing  commercial  day-letter,  night- 
message,  or  night-letter  rate,  as  the  case  may  be,  between 
the  same  points  in  the  United  States  shall  be  charged, 
except  that  the  minimum  charge  for  any  night  message 
shall  be  20  cents;  for  any  night  letter,  30  cents;  and  for 
any  day  letter,  45  cents;  and  except  that  the  rate  charged 
for  a Government  day  letter  or  night  letter  shall  not  in 
any  case  exceed  the  amount  charged  for  a commercial 
day  letter  or  night  letter  of  the  same  length  between  the 
same  points:  Provided,  That  telegrams  of  the  Weather 
Bureau  may,  under  rules  and  regulations  prescribed  by 
that  bureau,  be  counted,  checked,  and  transmitted,  and 
bills  for  tolls  rendered  in  the  special  manner  and  at  the 
special  rates  fixed  by  telegraph  companies  for  all  Weather 
Bureau  business. 

84.  Radiograms  and  Cablegrams. — When  necessary 
to  send  messages  by  cable  or  wireless,  use  as  few  words  as 
possible  and  resort  to  a code  (A.  B.  C.,  fifth  edition,  pre- 
ferred) when  practicable.  Government  trans- Atlantic 
dispatches  filed  in  telegraph  and  cable  ofiices  will  be 
forwarded  to  the  communication  office.  Navy  Department, 
for  transmission  by  radio  unless  it  is  indicated  on  the 
dispatch  that  it  is  to  be  transmitted  by  cable.  All  Gov- 
ernment trans-Pacific  dispatches  for  transmission  by  radio 
not  originating  in  or  around  Washington  should  be  filed 
in  telegraph  and  cable  offices  addressed  ‘‘Via  Navy  R-adio, 
San  Francisco.’’  In  order  to  avoid  delay  in  dispatches 
originating  in  or  around  Washington  which  are  to  be 
dispatched  by  radio  they  should  be  transmitted  by  the 
bureau  direct  to  the  communication  office.  Navy  Depart- 
ment. Radiograms  requiring  the  signatme  of  the  Secre- 
tary will  be  returned  to  the  bureau  for  transmission. 
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TELEPHONE. 

85.  Telephones  in  Private  Residences. — No  em- 
ployee shall  be  reimbursed  for  telephone  service  installed 
in  any  private  residence  or  private  apartment  or  for  tolls  or 
other  charges  for  telephone  service  from  private  residences 
or  private  apartments,  except  when  required  strictly  for 
the  public  business.  A residence  or  apartment  is  private 
when  set  apart  for  the  exclusive  use  of  one  person  or  of  such 
person  and  his  family.  If,  however,  an  employee  having 
no  other  office  or  official  headquarters,  uses  one  or  more 
rooms  in  his  private  residence  exclusively  for  office  pur- 
poses and  as  a public  office,  the  payment  for  telephone 
service  installed  therein  for  his  official  use  only  is  not 
prohibited. 

FREIGHT. 

86.  Freight  Shipments  from  Washington. — Ship- 
ments of  freight  from  the  department  at  Washington, 
D.  C.,  to  points  in  the  field  will  be  on  the  regular  depart- 
ment bill  of  lading.  Such  bills  of  lading  should  show  the 
entire  routing  from  the  point  of  origin  to  final  destination; 
items  shipped  should  bear  the  commercial  names,  and 
weight  of  each  item  should  be  shown.  When  practicable, 
bills  of  lading  should  be  typewritten. 

87.  Freight  Shipments  in  the  Field. — Freight  ship- 
ments over  land-grant  or  bond-aided  railroads,  or  lines 
equalizing  rates  therewith,  must  be  made  on  regular 
department  bill  of  lading.  Department  bill  of  lading 
should  also  be  used,  when  practicable,  for  shipments  of 
freight  between  employees  in  the  field  or  from  an  employee 
in  the  field  to  Washington,  D.  C.,  except  that  the  use  of 
department  bill  of  lading  will  not  be  required  for  ship- 
ments between  points  outside  of  Washington,  D.  C.,  if 
the  total  charges  will  not  exceed  one  dollar.  (See  par.  86 
for  instructions  for  preparation  of  department  bill  of  lad- 
ing.) When  department  bill  of  lading  is  not  used  in  mak- 
ing freight  shipments  and  payment  of  charges  is  demanded 
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by  the  transportation  company  from  the  shipper  or  the 
consignee,  the  procedure  prescribed  in  paragraph  93  for 
express  shipments  should  be  followed,  stating,  in  addition, 
the  freight  classification. 

88.  Freight  Shipments  from  Dealers. — Freight 
shipments  from  dealers,  on  which  the  charges  are  to  be 
paid  by  the  department,  should  be  made  on  department 
bill  of  lading  which  will  be  made  up  at  the  department, 
or  at  field  stations,  and  sent  to  the  dealer  with  the  purchase 
order.  (See  par.  86  for  instructions  for  preparation  of 
department  bill  of  lading.) 

89.  Transocean  Shipments. — Shipments  from  or  to 
the  department  across  the  Atlantic  Ocean  should  be  con- 
signed ‘‘In  care  U.  S.  Dispatch  Agent,  No.  2 Rector  Street. 
New  York,  N.  Y.,”  and  that  official  should  be  promptly 
notified  of  the  shipment  and  carefully  instructed  as  to  the 
further  disposition  of  the  property.  If  there  is  a custom- 
house at  the  ultimate  destination  of  an  incoming  ship- 
ment, the  dispatch  agent  in  New  York  should  be  directed 
to  forward  it  in  bond  thereto.  Scientific  apparatus  requir- 
ing careful  packing  imported  for  use  at  a point  at  which 
there  is  no  collector  of  customs  should  be  sent  through  in 
bond  to  a customhouse  accessible  to  agents  of  the  depart- 
ment by  whom  it  may  be  received  after  the  customs 
examination  and  prepared  for  further  shipment.  Bureaus 
anticipating  importations  through  Pacific  ports  of  entry 
should  take  the  necessary  action  to  have  the  shipments 
move  in  bond  to  the  collector  of  customs  nearest  destina- 
tion and  arrange  for  the  final  disposition  of  the  property. 

90.  Transportation  of  Effects,  etc.,  of  Officers  and 
Employees. — An  employee  transferred  from  one  official 
station  to  another  for  permanent  duty  when  allowed  travel- 
ing expenses  may,  within  the  discretion  and  under  written 
instructions  from  the  chief  of  the  bureau  in  which  he  serves, 
be  allowed  usual  packing  and  crating  of  household  goods 
and  other  articles  of  personal  property,  and  freight  and 
drayage  charges  for  the  transfer  between  such  stations  of 
household  goods  and  domestic  livestock.  Personal  prop- 
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erty,  including  an  automobile  or  motorcycle,  may  also  be 
transferred  at  Government  expense  when  such  property 
will  actually  be  used  in  official  work  at  the  new  official 
station:  Provided,  however,  That  an  employee  will  not  be 
deprived  of  any  allowance  herein  authorized  through  the 
selection  of  residence  in  a suburb  of  his  official  station. 
All  shipments  of  freight  shall  be  made  in  accordance  with 
the  profusions  of  paragraph  90  (h).  Express  shipments 
may  be  made  of  articles  of  a perishable  nature  and  articles 
of  household  goods  and  personal  effects  required  for  imme- 
diate use  at  the  official  station  to  which  an  employee  may 
be  transferred,  such  as  wearing  apparel,  tableware,  bed- 
ding, and  kitchen  utensils,  but  not  including  furniture  and 
jewelry:  Provided,  That  this  shall  apply  only  in  cases 
where  shipment  by  freight  would  cause  delay  and  incon- 
venience. Shipments  of  household  goods  and  personal 
property  may  also  be  made  by  motor  truck  when  the  cost 
of  shipment  by  this  means  does  not  exceed  the  cost  by 
freight,  taking  into  consideration  charges  for  packing, 
crating,  and  drayage,  and  as  excess  baggage  when  the 
excess  weight  does  not  exceed  200  pounds.  Shipments  as 
excess  baggage  should  be  released  at  the  lowest  valuation 
applicable.  (Preamble  amended;  effective  March  28, 
1924.) 

(а)  The  Forester  and  the  Chief  of  the  Bureau  of  Public 
Roads  may  delegate  the  district  foresters  and  the  district 
engineers  of  the  Forest  Service  and  the  Bureau  of  Public 
Roads,  respectively,  authority  to  issue  written  instructions 
under  which  transferred  employees  may  be  allowed  pack- 
ing, crating,  freight,  express,  and  drayage  (including  trans- 
portation by  motor  truck  or  as  excess  baggage)  of  their 
effects  and  personal  property  used  in  official  work. 

(б)  Under  the  provisions  of  paragraphs  90  and  90  (a) 
shipments,  if  by  freight,  must  be  made  on  department 
bills  of  lading,  prepared  in  accordance  with  paragraph  86, 
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released  to  the  lowest  valuation  applicable  to  the  classes 
of  articles  transported.  The  employee  to  whom  such  de- 
partment bill  of  lading  is  issued  is  not  authorized  to  make 
any  change  therein,  by  writing  across  the  face  thereof  or 
otherwise,  which  will  raise  the  classification  of,  or  increase 
the  freight  charges  on,  the  shipment.  Carload  shipments 
must  be  made  when  the  cost  at  the  carload  rate  based  on 
the  minimum  carload  weight  (actual  weight  when  in 
excess  of  the  carload  minimum)  is  cheaper  than  the  less- 
than-carload  rate  based  on  actual  weight.  (Subparagraph 
amended;  effective  March  28,  1924.) 

(c)  When  an  employee  is  transferred,  together  with  his 
household  goods  and  personal  effects  used  in  official  work, 
from  one  official  station  to  another  he  may,  with  the  ap- 
proval of  the  chief  of  his  bureau,  perform  said  travel  in  his 
personally  owned  automobile  and  be  reimbursed  therefor, 
to  the  extent  that  the  actual  mileage  between  the  stations 
and  per  diem  in  lieu  of  subsistence  for  the  actual  number 
of  days  consumed  in  travel  by  this  means,  exclusive  of 
days  or  parts  of  days  for  which  annual  leave  is  taken,  do 
not  exceed  the  cost  of  said  travel  by  rail,  including  per 
diem  and  railroad  and  Pullman  fares,  and  the  expense  to 
the  Government  of  shipping  by  freight  his  personally 
owned  automobile  if  the  transfer  thereof  at  Government 
expense  is  authorized  by  paragraph  90.  (Subparagraph 
amended;  effective  March  28,  1924.) 

EXPRESS. 

91.  Use  of  Express. — The  express  should  be  used  only 
when  the  Postal  Ser^dce  can  not  be  employed  and  freight 
service  will  not  answer  the  needs  of  the  department. 

92.  Declaration  of  Value  of  Express  Shipments. — 
When  the  actual  value  of  an  express  shipment  is  in  excess 
of  $50  the  actual  value  should  be  declared  and  the  in- 
creased express  charge  paid  by  the  department.  When  the 
value  of  the  property  is  under  $50,  no  value  should  be 
declared,  unless  a lower  rate  may  thereby  be  obtained. 


4 


c:- 


U.  S.  DEPARTMENT  OF  AGRICULTURE.  65 

93.  Express  Charges. — Express  charges  on  property 
sent  from  or  consigned  to  the  department  at  Washington, 
D.  C.,  should  not  he  paid  by  the  person  sending  or  receiv- 
ing the  property;  express  companies  will  include  such 
shipments  in  their  monthly  bills.  Express  shipments 
between  points  in  the  field  should,  when  practicable,  be 
covered  by  express  charge  slips  or  department  bills  of 
lading,  but  when  express  charges  are  paid  by  the  employee 
making  or  receiving  the  shipment  he  should  take  a receipt 
therefor  stating  articles,  weight,  rate,  scale  number, 
starting  point,  destination,  and  value  declared,  if  any, 
(see  par.  92)  and  include  the  expense  in  his  next  reim- 
bursement account. 
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AbS6HC0:  Paragraph. 

Leave  of,  while  traveling 51 

Sunday  or  holiday.  (See  Salary.) 

Without  pay.  (See  Salary.) 

Acknowledgments  in  connection  with  prosecu- 
tions  14 

Accounting,  regulations 1-14 

Accounts: 

Administrative  examination  of 5 

Appropriation  transfer 6 (6) 

Due  deceased  employees 28 

Fiscal  agents,  examination  and  approval 5 (g),  (h) 

Fiscal  agents,  to  be  transmitted  to  disbursing 

clerk 5 (i) 

Forest  Service,  administrative  examination  and 

payment  of 6(g) 

For  per  diem  allowance,  rendition 50 

For  settlement  in  General  Accounting  Office. . 6 

Involving  claims  for  loss  or  damage 6 (c) 

Payment  of 5 

Reimbursement,  must  be  sworn  to 54 

Reimbursement,  preparation 53 

Reimbursement,  resubmission  of  suspended 

items 55 

Rent,  preparation  of 10 

Salary,  preparation  of 9 

Sample  forms  (pp.  39-44,  56,  57). 

Services  other  than  personal,  preparation  of . . . 10 

Supplies,  preparation  of 10 

Telegraph,  procedure  affecting 82 

Travel,  must  be  sworn  to 54 

Travel,  preparation  of 53 

Travel,  resubmission  of  suspended  items 55 
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Paragraph. 

Advance  of  public  moneys 57 

Advertisements,  authority  for 2 (c)  3 (/) 

Affidavits  in  connection  with  prosecutions 14 

Agreements,  {See  Contracts.) 

Alterations,  sub  vouchers 49,  61 

Animals  furnished  by  forest  officers,  subsistence, 

housing,  and  hire. 59 

Appointment  and  oath  of  office 15 

Assignment  of  salary 29 

Attachments  and  garnishments  for  debts 30 

Authority.  {See  Authorizations.) 

Authorizations : 

Bureau,  must  be  specific 4 

By  chief  of  bureau 2 

Delegation  of,  by  chief  of  bureau 2 (/) 

Form  of 32 

General,  by  Secretary 2 

Specific,  by  Secretar^^ 3 

Travel,  secured  in  advance 31 

Automobiles.  {See  Vehicles.) 

Baggage: 

Checking 33  (/) 

Excess,  charges  for 33  (d) 

Excess,  effects  of  officers  and  employees  shipped 

as 90 

Personal,  storage  charges 33  («) 

Porterage.. 33  (/) 

Transfer  of 33  (e) 

Bath,  allowance 33  (^) 

Berth,  sleeping  car  and  steamer,  allowance 33  (6) 

Bicycles.  {See  Vehicles.) 

Bids: 

Acceptance,  contract  and  bond 73 

Deliveries  under 76 

Bills  of  lading,  preparation  and  alteration 86,  90  (5) 

Boat,  hire  of,  when  allowed 33  O') 

Bond,  requirement  in  acceptance  of  bids 73 
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Books,  purchase. 69 

Bureau: 

Chief  of,  definition 1(d) 

Definition 1(c) 

Cablegrams: 

And  radiograms 84 

And  telegrams,  sub  voucher  required 49  (/i) 

Travel  expense  allowance 33  (^) 

Chair,  steamer,  allowance 33  (^) 

Checks,  lost 11 

Communication  and  transportation  services, 

regulations 78-93 

Compensation.  (See  Salary.) 

Contingent  fund: 

Definition 1 (c) 

Supplies  purchased  from,  available  to  bureaus. . 72 

Contracts: 

General  Supply  Committee,  purchases  from. . . 65 

Personal  interests 75 

Requirement  in  acceptance  of  bids 73 

Time  element,  liquidated  damages 74 

Conveyance,  special 33  (y) 

Damage,  accounts  involving  claim  for 6 (c) 

Damaged  property,  reimbursement 60 

Debts,  attachments  and  garnishments  for 30 

Department,  definition 1 (a) 

Disailovrances,  adjustment 7 

Dr  ay  age  in  Washington 77 

Drivers,  subsistence  of 33  (;) 

Electricity,  sub  vouchers  required 61  (a) 

Employees: 

Deceased,  accounts  due 28 

Detail  of,  as  special  deputy  fiscal  agents 13 

Field  party,  hire  of 33  (Z) 

Per  diem,  legal  holiday  pay 25 

Per  diem,  Sunday  pay 24 

Rendering  gratuitous  service,  subsistence  of . . . 33  (1) 
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Paragraph. 

Equipment,  personal,  purchase 70 

Erasures,  subvouchere 49,  61 

Expenditures,  emergency 33(g) 

Expenses: 

Subsistence.  {See  Subsistence  expenses.) 

Travel.  {See  Travel  expenses.) 

Express: 

Charges 93 

Charges,  emergency,  travel  expense 33(g) 

Charges,  sub  voucher  required 49  (j) 

Shipments,  declaration  of  value 92 

Transatlantic  shipments 89 

Transportation  of  effects,  etc.,  of  officers  and 

employees 90 

Use  of 91 

Fares: 

Berth,  stateroom,  and  parlor  car 33(6) 

Extra,  on  limited  trains,  payment  of 33  (g)  43 

Seat  and  berth 33(6) 

Street  car  and  other,  when  subsistence  expense  33  (6) 

Street  car,  transfer  coach  and  omnibus 33  (e) 

Taxicab 33  (g) 

Train,  steamer,  stage,  etc 33  (a) 

Fees: 

Guides,  interpreters,  etc.,  in  foreign  countries. . 33  (p) 

Porter,  train  and  steamer 33  (c) 

Steward,  cabin  and  deck 33(g) 

Steward,  dining  room 33(g) 

Waiter 33(6) 

Field  and  station  expenses,  regulations 58-62 

Field  parties,  authority  to  make  purchases,  hire 

labor,  etc 33  (Z) 

Fiscal  agents,  special  deputy,  detail  of  employees 

as 13 

Forms: 

Accounting,  prescribed  by  department 8 

Accounting,  sample  (pp.  39^4,  56-r,  57-2r). 
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Freight:  Paragrapli. 

Accounts  tor  settlement  in  General  Accounting 

Office 6 

Charges,  emergency,  travel  expense 33  (g) 

Charges,  sub  voucher  required 49  (Z:) 

Shipments  from  dealers 88 

Shipments  from  Washington 86 

Shipments  in  the  field 87 

Transatlantic  shipments 89 

Transportation  of  effects,  etc.,  of  officers  and 

employees 90 

Funds.  {See  Moneys.) 

Garnishments  and  attachments  for  debts 30 

Gas,  sub  voucher  required 61(a) 

General  Supply  Committee  Contracts,  purchases 

from 65 

Guides: 

Hire  of,  in  foreign  countries 33  (g) 

Fees  to,  payment  of  in  foreign  countries 33  (p) 

Holidays,  legal,  list 25 

Horses,  hired,  feed  and  stabling 33  {j) 

Household  effects,  transportation  of 90 

Interpreters: 

Fees  to,  payment  of  in  foreign  coirntries . . . 33  (p) 

Hire  of,  in  foreign  countries 33  (g) 

Laundry: 

Allowance 33  (/i) 

Sub  voucher  required 33  (/i),  49  (^) 

Leases.  {See  Contracts.) 

Leave,  while  traveling 33  (s),  37  (6),  51 

Lectures.  {See  Travel.) 


Letters  of  authorization.  {See  Authorizations.) 
Livery  and  special  transportation,  subvoucher  re- 


quired  49  (a) 

Lodging: 

Allowance 33  (^) 

Sub  voucher  required 49  (6) 
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Paragraph. 

Loss,  accounts  involving  claim  for 6 (c) 

Lost  property,  reimbursement 60 

Mail: 

Domestic  postage,  payment 79 

Foreign  postage,  payment 80 

Oflficial,  limitation  on 78 

Registration  of,  without  fee 38 

Meals: 

Allowance 33  (A) 

Sub  voucher  for,  when  required 49  (cT; 

Medicines: 

Authority  for  purchase 2{d) 

Purchase  of,  for  personal  use 33  (m) 

Meetings,  {See  Travel.) 

Miscellaneous  expenses.  {See  Contingent  fund.) 
Moneys: 

Advance  of,  to  employees  for  travel 57 

Due  the  United  States,  responsibility  for 12 

Motor  Cycles.  {See  Vehicles.) 

Notices.  {See  Advertisements.) 

Oath  of  office,  execution 15 

Parcel  Post.  {See  Mail.) 

Pay.  {See  Salary.) 

Per  diem: 

Accounts,  rendition  of 50 

Allowance,  rendition  of  accounts 50 

Items  included 35 

Items  not  included 36 

Not  allowed  when  meals  are  furnished  by 

Government 37  (c) 

Not  allowed  when  meals  are  included  in  coat 

of  transportation 37  (c) 

Rates 37(a) 

Rules  governing 37 

Sundays  and  holidays  preceding  and  following 

leave 37(6) 

Temporary  duty  in  one  locality 37  (d) 
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Paragraph. 

Periodicals,  purchase 69 

Personal; 

Articles,  purchase 70 

Effects,  transportation  of 90 

Services,  regulations.  (-S'6€  aZso  Salary) 15-30 

Postage.  (See  Mail). 

Post  office  box  rent,  sub  voucher  required 61  (6) 

Property,  lost  or  damaged,  reimbursement 60 

Proposals.  {See  Advertisements  and  bids.) 
Prosecutions,  affidavits  and  acknowledgments...  14 
Purchases.  (See  Supplies.) 

Radiograms: 

And  cablegrams 84 

Travel  expense  allowance 33  (f) 

Receipts.  {See  Sub  vouchers.) 

Reimbursement  accounts.  {See  Accounts.) 

Rent,  sub  voucher  required 61  (c) 

Room: 

Personal  use  in  day,  allowance 33  (^) 

Rent  of,  sub  voucher  required 49  (c) 

Use  of,  on  official  business  while  traveling. . 42, 49  (c) 

Salary: 

Absence,  Sunday  or  holiday 22,  23 

Absence  without  pay 21 

Accounts,  preparation  of 9 

Allowance  of,  for  Sunday  and  holiday  absence  23 

Assignments 29 

Attachments  and  garnishments 39 

Deduction  of,  for  Sunday  or  holiday  absence. . 22 

Double 17 

Due  deceased  employees 23 

February, 19,21 

Final  payment,  conditions  precedent  to 27 

Garnishments  and  attachments 30 

Legal  holidays,  per  diem  employees 25 

Loss  of,  for  absence  without  pay 21 

Rates 18 
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Salary — Continued.  Paragraph. 

Services  terminating  during  month 26 

Sunday,  per  diem  employees 24 

Tables.  {See  Appendix.) 

Thirty-first  day 20,  21  (a) 

Sample  accoimts.  (Pages  39-44,  56,  57.) 

Samples,  sub  vouchers  for,  not  required 62 

Scrip  books: 

Purchase  of 44 

Reporting  purchase  of 46 

Reporting  use  of 47 

Unused  portions,  refunds  on 48 

Use,  limitation 45 

Seat,  parlor  car  and  Pullman,  allowance 33(6) 

Secretary,  definition 1(6) 

Services: 

Other  than  personal,  regulations 63-77 

Personal,  regulations  {see  also  Salary) 15-30 

Personal,  sub  voucher  for,  when  required 49  (e) 

Shipments.  {See  Freight  and  express.) 

Stateroom  on  steamer,  allowance 33(6) 

State  taxes 56 

Station: 

And  field  expenses,  regulations 58-62 

Expenses,  items  included 58 

Steamer  chair,  allowance 33  (^) 

Stenographic  and  typewriting  services 33  (n) 

Storage: 

Personally  owned  vehicles 33  (ib) 

Sub  voucher  for,  when  required 49  (/) 

Street  car  fares.  {See  Fares.) 

Subsistence  expenses: 

Classified 52 

Field  parties 33  (0 

Fire  fighters  and  others 33  (Z) 

Items  included  in  and  limitations 33  (6) 

Joint 33  (r) 

Per  diem  in  lieu  of,  items  included 35 

Per  diem  in  lieu  of,  items  not  included 36 
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Subsistence  expenses — Continued.  Paragraph. 

Sundays  and  holidays  preceding  and  following 

leave 33  (s) 

Temporary  duty  in  one  locality 33  (o) 

Subvouchers: 

For  samples,  not  required 62 

When  required,  erasures  and  alterations 49,  61 

Supplies: 

Acceptance  of  bids,  contract  and  bonds 73 

Accounts  for,  requiring  approval  of  Director  of 

Purchases  and  Sales 64 

And  services  other  than  personal,  regulations . . 63-77 

Authority  for  purchase 63 

Authority  of  chiefs  of  bureaus  to  issue  orders  for  2(6) 

Definition 1 (/) 

Deliveries  under  proposals 76 

Drayage  in  Washington 77 

Exigency  conditions  and  statement 68 

Field  parties 33  (Z) 

Limitations  on  bureau  purchase  orders 64 

Personal  interests  in  contracts 75 

Personal,  purchase 70 

Purchase  orders  requiring  approval  of  Director 

of  Purchases  and  Sales 64 

Purchase  at  close  of  fiscal  year 71 

Purchases,  competition  required 67 

Purchases  from  contingent  fund 72 

Purchases  from  General  Supply  Committee  con- 
tracts  65 

Purchases  in  excess  of  $50 67 

Purchases  in  excess  of  $50  without  competition . 68 

Purchases  less  than  $50 66 

Purchases  of  books  and  periodicals 69 

Purchases  without  competition 66,  68 

Sub  voucher  for,  when  required 49  (gr) 

Time  element  in  contracts,  liquidated  damages  74 
Suspensions: 

Adjustment. 7 

Pesubmission  of 55 
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Paragraph. 

Taxes,  State 56 

Taxicab  fares.  {See  Fares.) 

Telegrams: 

And  cablegrams,  subvoucher  required 49  {h) 

Identification  cards 39 

Indorsement  of  and  payment  for 39 

Personal 40 

Preparation 81 

Reserving  hotel  accommodations 33  (^) 

Telegraph: 

Accounts,  procedure 82 

Rates 83 

Travel  expense  allowance 33  (i) 

Telephone: 

In  private  residences 85 

Messages,  travel  expense  allowance 33  (i) 

Terms  construed 1 1 

Tickets,  unused  portions,  refunds  on 48 

Tips.  {See  Fees.) 

Towage  charges,  personally-owned  vehicles 33  {Ic) 

Transportation: 

And  communication  services,  regulations 78-93 

Charges.  {See  Fares.) 

Expenses,  classified 52 

Requests,  custody  and  use  of 43 

Special,  sub  voucher  required 49  (a) 

Travel: 

Accounts.  {See  Accounts.) 

Alaska 2 (a) 

Authorization  secured  in  advance 31 

By  non-employees 3 (d) 

Canada  and  Mexico (2  a) 

Direct  routes 41 

Form  of  authorization 32 

Leave  of  absence  during 51 

Meetings  and  lectures 3 (c) 

Mexico  and  Canada 2 (a) 
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Travel — Continued.  Paragraph. 

Outside  continental  United  States 3 (a) 

Paid  from  contingent  fund 3(6) 

Within  continental  United  States 2 (a) 

Travel  expenses: 

Actual,  maximum  allowance 33 

Classified 52 

Emergency 31 

Incident  to  reporting  for  duty 16 

Items  included  in  per  diem 35 

Items  not  included  in  per  diem 36 

Joint 33  (r) 

Per  diem  in  lieu  of  subsistence 34 

Regulations 31-57 

Rent  of  room  for  official  business  42-49  (c) 

Rules  governing  per  diem  allowance 37 

Sundays  and  holidays  preceding  or  following 

leave 33  (s) 

Temporary  duty 33  (o) 

Typewriting  and  stenographic  services 33  (n) 

Vehicles: 

Hired,  care  of 33  (j) 

Hired,  feed  and  stabling  of  horses. 33  (j) 

Hired,  subsistence  of  driver 33  (j) 

Hire  of,  when  allowed 33  (j) 

Motor,  furnished  by  forest  officers,  housing  and 

hire 59 

Motor,  passenger-carrying,  purchase  of (3c),  64 

Motor,  transportation  of  effects,  etc.,  of  officers 

and  employees 90 

Personally-owned,  actual  operating  expenses 

for  use  of 33  {h) 

Personally-owned,  mileage  rates  for  use  of 33  (^) 

Personally-owned,  storage 33  ()b) 

Personally-owned,  towage 33  (^) 

Vouchers.  {See  Accounts.) 
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Wages.  (See  Salary.)  Paragraph. 

Waiter  fees . . . . 33  (^) 

Waivers 5 (d) 

Waste  of  funds,  prohibited 5 (c) 

Water,  station  expense 58  (c) 

Work,  performance  of,  contract  and  bond  in  con- 
nection with 73 
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